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Why take 8 steps when four 


You can reduce file operating costs at least 25% 
by installing SUPER-FILER 


e Eliminate lost motion and you make 
work easier. Not only that, but you 
speed it up. You get more work done. 
And that reduces cost. 


This is the story of Super-Filer, the 
Mechanized File that’s been adopted 
as standard filing equipment by thou- 
sands of businesses. 


Pull open a Super-Filer drawer and its 
unique swing front spreads the contents 
in a V and makes everything instantly 
accessible. No fooling with compressors. 


No shifting of file folders back and 
forth. You just turn the contents like 
the pages of a book to the folder you 
want. And then you take out a letter 
or drop one in. 


The simple operation of filing or finding 
a letter in Super-Filer, checked by stop 
watch, takes only half as long as with 
a conventional rigid-front file. That’s 
because Super-Filer automatically and 
mechanically does four of the eight 
steps a file clerk has to take with a rigid- 
front file. By thus simplifying work, 


MODE-MAKER DESKS ® GOODFORM ALUMINUM CHAIRS 
SUPER-FILER MECHANIZED FILING EQUIPMENT @ GF ADJUSTABLE STEEL SHELVING 


GF metal business furniture is a GOOD investment 


(Circle 728 for more information) 


do it better? 


Super-Filer, the Mechanized File, re- 
duces over-all filing costs at least 25%. 


There’s one sure way to prove the sav- 
ings Super-Filer makes possible for you. 
See it demonstrated and then try it out 
in your own office. You'll find Super- 
Filer on the floor of your local GF show- 
room. The address is shown in your 
phone book. Just call the GF dealer or 
branch —or write The General Fire- 
proofing Company, Department M-55, 
Youngstown 1, Ohio. © GF 1956 


GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 
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BUSINESS PLANES IN ACTION 


WALTER A. SHEAFFER II, PRESIDENT, 
SHEAFFER PEN COMPANY, SAYS: . 


“Our top men deserve the best 
in transportation — 


“Our Cessna 310 saved us 135 executive hours in one month!” 




















Sheaffer Pen Co., Fort Madison, Iowa, uses 
its new Cessna 310 to meet today’s demand for 
fast, dependable transportation. ‘Besides saving 
wear and tear on our top people, our plane saves 
time, cuts cost,’”’? says the company president. 
Sheaffer Pen’s Cessna carries executives on busi- 
ness trips all over the U. §S., helps maintain 
liaison with Sheaffer’s Canadian plant, delivers 
rush shipments to dealers during holiday seasons. 
The company recently added a second Cessna 
310 to its air fleet. 


fly tomorrow ’s “twin” today... the great Cessna 310 


Fast, smart ...at least 5 years ahead in design 
engineering. Yet proved safe and easy to fly by more 
than 300 Cessna 310’s now in actual operation. Lands 
in less space than many single-engine airplanes— 
has more power per pound of weight 
than any other business ‘‘twin.”’ 

NEW exterior and interior 

styling. NEW “hush-flight’’ features , 
—such as engine suspension, double windows! 
Only $54,950 f.o.b. Wichita. See your Cessna Dealer 
(Yellow Pages of phone book). Or write CESSNA 
AIRCRAFT CO., Dept. MM-1, Wichita, Kansas. 





y 
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Inquire about Cessna lease plans. 


5 GREAT CESSNAS...THE COMPLETE AIR FLEET FOR EVERY BUSINESS NEED 


(Circle 714 for more information) 









The Todd Bank Balance Controller is really a whole disburse- 
ment department in itself! 


It imprints the amount at the rate of 1500 to 2000 
checks an hour 

It protects the amount imprinted against alteration 

It lists each amount 

It signs and guards against forgery 

It counts the number of checks written 

It adds the amount of the checks 


And—in addition to all this—it automatically deposits checks 
in a locked compartment. 

For complete information and helpful case histories of 
what the Bank Balance Controller has done for other com- 
panies, controlling and speeding up disbursement operations— 
mail the coupon. 


THE TODD COMPANY, Inc., Dept. MM, 
Rochester 3, N.Y. 

Please have your representative phone me for an 
appointment. I’m interested in what the Bank Bal- 
ance Controller can do to improve my disbursement 
procedures. 


Name of Company 


ROCHESTER NEW YORK Address____ aes Seace—__—_ 
SALES OFFICES IN PRINCIPAL CITIES Wiiice Nii ail Yiate ee ss 
SUBSIDIARY OF Phone Number ___s MM -6-56 


BURROUGHS CORPORATION BEB SRERE REE EEE EE ES 


(Circle 768 for more information) 
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ELECTRONIC 


Jobs and automation 


I firmly believe that automation 
will not decrease the number of 
jobs, but will, on the other hand, 
result in more work for more peo- 
ple. Certainly, it will ease the tasks 
of many employees, freeing them 
for more important duties. It is 
pitiful to walk through the offices 
of an average company and notice 
an employee wasting his life on a 
necessary but humdrum function 
that could be mechanized, there- 
fore providing him with more time 
to pursue the important elements 
of his job. 

The desire of industrial leaders 
to pursue automation is merely the 
expression of enlightened men to 
“find a better way and do it.” We 
in management know better than 
to think we would benefit by put- 
ting everyone out of work. The 
more people we can keep employed, 
the larger the market for our goods. 


PATRICK MCGINNIS, President, Boston 
and Maine R.R. at the CIBA and 
NAMH Forum on Anxiety and 
Tension. 


Largest civilian computer order 


The Bank of America’s long-range 
multimillién-dollar electronic com- 
puter program calls for the installa- 
tion of General Electric’ss ERMA 
equipment. This represents the 
largest civilian order in history for 
industrial computers. Initial deliv- 
ery of ERMA components is sched- 
uled for next year. The exact cost 
for each ERMA (electronic record- 
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ing machine—accounting) and the 
dollar figure for the entire project 
was not revealed. 

Each ERMA will perform the 
daily bookkeeping tasks for 55,000 
commercial checking accounts. In 
comparing ERMA with present 
machine-bookkeeping methods, it is 
more economical, faster, and it also 
insures increased efficiency and ac- 
curacy. 


How not to set up 


an automation program 


The 
British labor has become a national 
issue as a result of a strike at the 
Standard Motor 
Coventry. ... 

The Coventry strike, which is 
unofficial and Communist-led, be- 
gan Thursday (April 27), forcing 
a complete shutdown of Standard’s 
300-acre plant, one of the largest 
in the country. The walkout re- 
sulted from these circumstances: 

1. The company scheduled a 
£4,000,000 ($11,200,000) retooling 
and replacement program at its 
tractor plant that would halt pro- 
duction from May 18 until late 
September. 

2. About 3,500 workers made idle 
by the improvement program were 
to be laid off. As many as possible 
were to be re-employed when trac- 
tor production resumed on the new 
assembly lines. 

3. On April 25, Communists in 
the powerful Amalgamated Engi- 
neering Union, with which many 
of the Coventry strikers are affil- 
iated, now a commitment from the 
union’s annual conference at East- 


impact of automation on 


Company in 
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bourne that workers displaced by 
automation must remain in their 
jobs until other work could be 
found for them. 

!. Shop stewards at the Standard 
plant insisted that the company 
keep all the tractor workers on the 
payroll during the retooling pe- 
riod by instituting shorter work 
schedules instead of laying men off. 

\ccording to company spokes- 
man, the new tractor. plant would 
step up annual production from 
70,000 to 100,000 tractors of im- 
proved design. The new _ plant 
would incorporate the principles of 
automation with automatic con- 
trols for machines and assembly 
line processes. A — substantial 
amount of the new machinery was 
purchased in the United States. 

‘The spokesman insisted that the 
issue in the strike was not automa- 
tion but a conflict between the 
principles of “redundancy”  (dis- 
charging workers made unnecessary 
by either mechanical improvements 
or reduced production) and “short 
time” (keeping unneeded workers 
on the payroll by reducing work 
schedules). 

This was the original issue. In a 
statement, however, Alick S. Dick, 
managing director of the Standard 
Company, said: 

“We are not installing £4,000,- 
000 worth of equipment in order 
to employ the same number of men. 
We can’t carry people for fun.” 

A parliamentary subcommittee 
was set up to consider the question 
of automation and its effects on the 
British economy “as a matter of 
urgency.” It includes an industrial- 
ist, an economist and a trade union- 
ist, as well as four Members of 
Parliament. 

KENNETT LOVE, in a special report 
to the New York Times. 


Continuous check forms 


Faster reconcilement of checks 
is now possible through the use of 
new electronic tab card checks on 
continuous forms. Easily adapted 
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Now 
make 


positive 





90 seconds 


Use any ultraviolet light source to make new 
Ozalith plates—whiteprinter, simple exposure 
box, vacuum frame. Copy any translucent origi- 
nal—written, printed, typed or drawn. 90 sec- 
onds is all it takes! 

Cost? As little as 22 cents per 10” x 16” paper 
plate—so inexpensive you won't have to file 
plates. Simply make another, in seconds, from 
your translucent original. 


 OZALITH 


Sensitized Positive 
ae} eok-1am-taleom-Uielealialeiag| 
Offset Plates 








without costly equipment 


NEW, LOW-COST OZALITH PLATES 
REPRODUCE DRAWINGS, FORMS, AND TYPED COPY! 


Ozalith plates give you top-quality offset repro- 
duction. They take ink well... give you clean, 
sharp impressions. 

Try Ozalith platemaking yourself. Call your 
nearest Ozalid distributor for a demonstration 
—with your originals. His number’s in the phone 
book. Or write for your free copy of this new 
illustrated brochure to: Ozalid, Dept. J-6, John- 
son City, New York. 





Product of Ozalid Division 


In Canada: 


(Circle 778 for more information) 


General Aniline and Fiim Corporation 


Hughes Owens Company, Ltd., Montreal 
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UNIVAC FILE-COMPUTER 


A famous distributor ordered Univac File-Computer when 
management found it could give them detailed sales figures on the 
up to 200,000 items they sell each day — the very next morning! 
Cash-in-hand benefits? No sorting of sales data... manual or 
machine. Workloads slashed for basic sales information. Pinpoint 
merchandising control over fast-moving items. Reduced 
supervisory routines for executives. Greater accuracy. 

‘ If your operation involves up-to-date figures on large volumes of 
fast-moving items or accounts—why not look into the fabulous 
speed, accuracy and economy of Univac File-Computer? 

Send today for free booklet TM939: “A Big New Step Toward 
the Automatic Office,” Room 1640, 315 Fourth Avenue, 
New York 10, N.Y. 


there’s a 


wsmMiVA Cc 
electronic 


system for every 


computing need 





* Registered in the U. S. Patent Office 


DIVISION OF SPERRY RAND CORPORATION 


(Circle 754 for more information) 














to present accounts payable sys- 
tems, the pre-punched and _pre- 
numbered checks incorporate all 
the automatic features of tab card 
checks. The continuous form makes 
it possible to prepare voucher 
checks on automatic equipment; 
they can also be prepared on type- 
writers and some bookkeeping ma- 
chines. Checks are also available on 
unit set forms. 


For more details, circle number 
830 on Reader Service Card. 


Automation in advertising 


The first electronic computer in- 
stalled in an advertising agency is 
in operation in Young & Rubicam’s 
accounting department. The Uni- 
vac 60 will be used to expedite ac- 
counting operations. For example, 
in the case of newspaper payments 
and billings, the machine will read 





from a punched card the number 
of lines of space ordered per the in- 
sertion order, multiply by the card 
rate, reduce the result to cost 
(85%) and, where appropriate, 
calculate and deduct any cash dis- 
count to arrive at the net amount 


due the publication. 

All these calculations, an auto- 
matic check of their accuracy, and 
accumulation of results by publi- 
cation, will be performed at the 
rate of approximately two cards 
per second. In addition to news- 
paper billings, the new machine 
will also be used for computations 
involving TV and radio spot costs, 
art and mechanical billing, and 
automotive cooperative advertising 
funds. 
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$$¢ 6% tax quiz $46 6% 


Recent tax 


court cases 


by Benjamin Newman, Tax Attorney, Koenig and Bachner, New York 


THE QUESTION 


Is expense money for someone performing promotional serv- 
ices for a firm, ordinary and taxable income, open account indebt- 


edness, or a gift? 


THE FACTS 


In 1947, Arthur Bouchard entered 
into an agreement with the Janeau 
Stamping and Manufacturing Co., to 
perfect a dishwasher and several other 
articles, to acquire steel for the com- 
pany, and to promote sales. In return, 
Bouchard received money for his living 
and traveling expense; $5,610 in 1948, 
and $2,800 in 1949. He did not repay 
any of these amounts, and did not in- 
clude them in his income. 


The commissioner made additional 
assessments for 1948 and 1949 which 
were affirmed by the Tax Court. Bou- 
chard contended that the question was 
not one of salary, wages, or other com- 
pensation paid, but open account in- 
debtedness and the legal obliga- 
tion . . . to repay said indebtedness. 
It was intimated that, in the alterna- 
tive, these payments might have been 
gifts to the taxpayer. 


THE RULING 


The U.S. Court of Appeals affirmed 
the decision of the Tax Court which 
held that the amounts received by Tax- 
payer and not repaid were compensa- 
tion for services rendered and not gifts. 
The Tax Court had established that 
Bouchard received payments for serv- 


ices he performed from which the 
Janeau Company hoped to make prof- 
its. Nothing in the record indicated 
that the payments were gifts rather 
than compensation. (Bouchard et al v. 
Commissioner, U.S. Court of Appeals, 
decided February 6, 1956.) 





THE QUESTION 


Should mortgage prepayment charges be considered interest 
income to the recipient for tax purposes? 


THE FACTS 


Taxpayer is a mutual life insurance 
company. Much of Taxpayer’s invest- 
ments are composed of mortgages on 
real property. As is the custom, any 
mortgagor seeking to prepay a mort- 
gage is required to pay a penalty for 
that prepayment privilege. In the years 
1949, 1950 and 1951, Taxpayer received 
many such penalty payments from 
mortgage debtors. It did not include 


these amounts in its gross income for 
those years. In accordance with Rev. 
Ruling 55-12, 1955-2 CB 10, argued 
Taxpayer, such payments were held not 
to be deductible as interest payments. 
Therefore, concluded Taxpayer, they 
are not includible as interest income. 
The Commissioner, however,  con- 
tended that the penalty was merely ad- 
ditional interest, and taxable as such. 


THE RULING 


For all practical purposes, declared 
the Court, the penalty is an additional 
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interest charge imposed upon the bor- 
rower, for the use of the money for a 











Case of the Vanished Back Platform 


AN EXCLUSIVE MAYFLOWER BEST-SELLER! 


> When you use Mayflower Long-Distance Moving Service for 
your personnel transfers, you can be sure their furniture gets 
no “back-platform” ride. That’s because Mayflower vans have 
no tail gates. Everything’s locked safe inside, away from damag- 
ing weather in specially-built weather-proof vans. Mayflower 
takes every precaution to protect your employee’s goods. Be 


safe... move them the Mayflower way! 


AERO MAYFLOWER TRANSIT COMPANY, INC. - INDIANAPOLIS 


Mayflower Service is available through selected warehouse agents through- 
out the United States and Canada. Your local Mayflower agent is listed under 
Moving in the classified section of your telephone directory, 





America's Finest Long-Distance Moving Service 


(Circle 702 for more information) 
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SPECIAL CARPET NEEDED HERE 


Here’s why LEES patented carpet 


SPECIAL WILTON 24/501 
is taking top honors in Toledo 


CASE HISTORY: Lees remarkable 
all wool Special Wilton 24/501 is 
proving its worth in Lamson’s of 
Toledo, one of America’s prestige de- 
partment stores. 


INSTALLATION: In 1952 Lees 24/501 
was installed throughout Lamson’s 
heavily trafficked 2nd floor. Last year, 
because of the outstanding success of 
this fabric in taking rugged wear and 
retaining good looks, Lees 24 /501 was 
installed in Lamson’s 3rd floor Fash- 
ion Center and new Parkway Plaza 
branch store. 


RESULT: Store executives agree that 
after three and a half years of hard 
usage Lees 24/501 looks almost as 
fresh and unworn as at time of in- 
stallation. Even in extra busy areas, 
normal soiling cleans simply and 
easily. 

Reasons: for 24 /501’s outstanding 
performance: 


e ENGINEERED FOR HIGH TRAFFIC 

AREAS: all wool 24 /501 was developed 

by Lees to take daily hard wear and 

look better longer. 

¢ PATENTED LEES WEAVE: the dense 
(Circle 785 for more information) 





; See how 24/501 

| will pertorm 
in your own 
heavy traffic areas. 
We'll send a sample and 
detailed performance 
information. It's worth 
looking into. Write to: 
James Lees and Sons 
Company, Bridgeport, 
Penna., Commercial 
Carpet Division. 


tightly looped pile of 24/501 Wilton 
construction has more wool on fabric 
face. 

e 50% MORE FACE WOOL: means 
more ‘‘working wool’ than ordinary 
Wilton construction, greater wear 
than any comparably priced fabric. 


® LONG TERM INVESTMENT: quality 
of 24/501 proven in numerous in- 
stallations means more useful years 
for dollars invested. 


® MODERN TEXTURE: available in 


solid colors, two- and three-tone 
moresques. 





shorter period of time than that origi- 
nally agreed upon. In the interest of 
consistency, stated the court, the word 
“interest” must be defined to mean 
the same thing throughout the Code. 
(General American Life Inc. Co. v. 
Commissioner U.S. Tax Court, decided 
March 16, 1956.) 





THE QUESTION 


Are payments made to the widow 
of an employee tax free gifts? 


THE FACTS 


Taxpayer’s husband had been gen- 
eral manager and secretary-treasurer of 
a department store for a number of 
years prior to his death in November 
1950. His annual salary was $12,500, 
and this salary agreement was his only 
contract for compensation. In 1947, the 
decedent had received a bonus of 
$15,000, and for the years 1948, 1949, 
and 1950, a bonus of $20,000. In Janu- 
ary of 1951 and 1952 (following his 
death), the board of directors of the 
department store voted Taxpayer a 
bonus of $20,000 and $5,000, respec- 
tively. Taxpayer was not an employee 
of the department store and had never 
performed any service for it. She con- 
tended that these payments were gilts, 
and therefore not taxable to her. 


THE RULING 


The determination, whether the pay- 
ments constitute taxable income or a 
gift, depends upon the intent of the 
Payors. ‘Taxpayer’s husband had been 
compensated for his services in all prior 
years. There was no contract or obliga- 
tion to pay any further sums to him. 
Therefore, concluded the Court, the 
amounts received by Taxpayer were in- 
tended by the Payors to be gifts, and 
accordingly are not taxable. (Matthews 
v. Commissioner U. S. Tax Court, de- 
cided February 29, 1956.) 
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Does your desk 


weigh a TON? 


It will 1 
overseas by ocean freight. Forty 


if you send it 
cubic feet is all the space al- 
lowed you in cargo space for a 
ton and the average desk is 
5x3x3 or 45 cubic feet. Unless 
a ton of cargo goes into 
this space .. . the freight will be 
paid for not by weight but by 
volume. This will vowelt in a 
much higher rate . . . your cus- 
tomers may pay as much as $640 
per ton... when the quoted rate 
is only $80! 

If your customers spend more 
for transportation, they buy less 
from you. And your products are 
in a_ less competitive position 
overseas! 


your 


Now with new, lower 
tariffs and our Golden Rocket 
service .. . we offer the greatest 


speed while our far-lower-than 
airline rates compare favorably 
or beat much slower ocean 
freight. Find out. Call or write 
for service or information. Do it 
today! <= al 
AIR EXPRESS 
INTERNATIONALW CORP. 


90 Broad St., New York 4 © BO 9-0200 
The world’s first Air Express International Network 
—not affiliated with any other air express company. 





Air Express International Corp. 
| 90 Broad St., New York 4, N. Y. 
Gentlemen: 
| Send me the following — 

C] “Water on the Brain” Folder 
| (] Golden Rocket Folder 
| [J Other FREE Literature 
| 
| 
! 
| 


Name___ Fr eenion._._.. 


Firm Name__——SEESES 
Address 


.. ee 











(Circle 704 for more information) 
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Director of Industrial Relations, Norden-Ketay Corporation 
Management and Labor Relations Consultant 


question: 


In your recent article on activity 
analysis (February, 1956), the chart 
shows the flow of procedural func- 
tions with corresponding assign- 
ments of responsibility, by position 
titles. How do you determine the 
number of people actually needed 
for each position title? 


answer ¢; 


After completing the activity analysis 
chart, it is a fairly simple process to 
staff each position title with the re- 
quired number of personnel. Take a 
particular function or sub-function, de- 
termine the number of times this func- 
tion must be performed, estimate the 
unit time it takes to perform this func- 
tion, and then multiply these two fig- 
ures to give the total time required. 
This is expressed by the formula: 


NO. OF TIMES UNITTIME TOTAL 
FUNCTION IS x PER = TIME 
PERFORMED FUNCTION REQUIRED 


For example, item 1.3 in the activity 
analysis chart (Figure 1) requires an 
Accounts Payable clerk to check ven- 
dor’s invoice item price, and quantity 





Actions Required 





Ref Basic Functions Reference Sub-Functions 





' Process vendor 
invences 


ww Receive and sort Accounting Dept. 


aut Segregate new inveices, corrected 
invoices, credit memoranda, vender 
correspondence, etc 
1.12 Deliver 1.11 to A/P section 
‘2 Receive ond stamp invoices 
1.21 Distribution edvice stamp on erig- 
inal 
1.22 All duplicate copies stomped 
“Duplicote—De Net Pey’ 
3 Check invoice item, price, and 
quantity ageinst yellow copy of 
Purchase Order 
131 if O.K., te comptometrist for check- 
ing extensions, discounts end 
totals 
1.32 if not O.K., check with Purchasing 
Dept., get written approval 
133 1 communication with vendor 
necessary, phone or write, and 
follow-up 
134 Follow-up on 1.33 
135 Initial inveice when O.K 

14 Check Receiving end inspection 


a Report (MC-33) agains! invoice 




















FIGURE 1, above, is a small section of an activity analysis chart. This shows the actions 
required, a detailed flow procedure of all steps in sequence, required to accomplish the 


administrative goal. 
position title. 


FIGURE 2, below, reproduces sections of a chart for staffing by 





STAFFING BY POSITION TITLE 


err. Accounting PROCEDURE — Processing Vendor Invoiete, ECHELON A/P. Seclion DATE 5/5/sb aver» ASB 
































WEEKLY FREQUENCY aoe 
REF. FUNCTION (on tO. OF TRANS- PURCTTON (OR MINUTES tour POSTION TITLE 
ACTIONS PROCESSED} TRANSACTION) | PER WEEK | PER WEEK 
PER WEEK ) 
LI [Receive and sort Acct. Bp  — mm 1 4 | Mail Crk. 
mail 
LI |Segregale new invoice mo — |125 | 2.1 | Moil ek 
memos, vender correspondence, 
cee ttt citi, ee SE tc ee ~~ 
a a a i ae 7 ——$— $e OD 7 allt 
13 | Check invoice, itim price 
ond, quantity against copy | 1,560 2.5 3900 | 65.0 | A/Pclork 
of purchace order 
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How you can cut it down 
by a practical plan which 
helps employees solve their 


own personal financial problems 


Figure how much employee absenteeism 
costs your company each year. Then 
consider the fact that one of the chief 
contributors to this management head- 
ache is personal financial trouble. When 
you help your employees check money 
worries—you help check absenteeism. 
You’ll see efficiency and safety records 
improve, too. 

‘oday many companies are encour- 
aging a practical means for their 
employees to solve their own personal 
financial problems through the establish- 
ment of employee credit unions. 

A credit union is simply a group of 
people who operate their own borrowing 
and savings plan right where they work 
under a plan chartered and supervised 
by government agencies. 

Credit unions can and have eliminated 

ay advances and wage garnishments. 
They have done much to cut down 
absenteeism and job quitting by build- 
ing morale, self-respect and depend- 
ability. Business management benefits 
directly through savings in time and 
money. The coupon below will bring 
you prompt and complete information 
about how you can bring the benefits 
of a credit union to your employees and 
your company. 


SEND FOR MORE INFORMATION 


Credit Union 
Box 57, Dept. MM-1 
Madison, Wisconsin 
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“But why lay you off 


when they’ re working nis ghts: 2” 


How COME Schmidt’s taking his ease on 
Tuesday morning? His foreman will tell 
you there just isn’t enough work to keep 
him busy. 


A production slow-up in drop-forging 
means no parts to assemble. So assembly- 
worker Schmidt is temporarily laid off, 
while others go into overtime to get things 
back to normal. Shipments are delayed. 
Customers are getting sore, and profits 
are taking a beating. 


Keysort punched-card accounting could 
have kept Schmidt on the job. With a 
weekly work-load summary to indicate 
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drop-forging’s predicament, management 
could have taken the corrective step of 
adding an extra shift there on time. And 
prompt action would have resulted in an 
even flow of work into assembly — and 
full production. 


McBee Keysort can give you fast, accu- 
rate reports on every phase of factory 
operation. Whatever your size or set-up. 
At remarkably low cost. 


The trained McBee man near you has a 
presentation which will show you how it’s 
done. Jt will take him just one hour from 
start to finish. Phone him, or write us. 


ssiyfies 3 8 e* gece *e, e° of °%e oe? °%e ge% eeere 
cBEE © MESES RET 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio ¢ Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


(Circle 744 for more information) 











against a copy of the purchase order. 
Suppose that an average of 312 invoices 
have to be checked daily. Based upon 
a time-ladder study, suppose we have 
approximated the average time re- 
quired to check an invoice to be 2.5 
minutes, including allowances for fa- 
tigue, personal time, interruptions, oc- 
casional difficulty in checking, etc. 

The total time required per day 1s 
therefore 312 * 2.5 = 780 minutes, or 
13 hours. Since one clerk’s time = 8 
hours per day, it is obvious that two 
clerks are needed. The second clerk is 
only utilized 5 hours on this operation. 
Therefore, three extra hours are avail- 
able daily for other work, or as emer- 
gency time on the same operation when 
peak loads exceed 312 invoices per day. 

A convenient chart for staffing by 
position title is shown in Figure 2. Note 
that a more accurate picture is obtained 
by computing times on a weekly rather 
than daily basis. 


question: 


Has a survey been made to find 
out the correlation between time 
spent at work and company profits? 


answers 
“SERVICE 
for Company Publications’, published 
by the National Association of Manu- 
facturers, it was revealed that only 1914 
minutes a day are devoted to earning 
profits. The average manufacturing 
company spends most of the day paying 
off the costs of doing business. Further, 
only about half the 1914 minutes results 
in dividends for the owners. The rest 
are used for investment in the business. 
They arrive at this figure in a very 
simple manner. Three hours and 55 
minutes will be used to pay for ma- 
terials and supplies. Wages and salaries 
will take two hours and 19 minutes. 
Lunch takes one hour. To pay all 
taxes, federal, state, and local, uses up 
another 4314 minutes. Repair and re- 
placement of facilities will require 29 
minutes. For research and promotion, 
1414 minutes more are used up. By 


Yes, in a recent issue of 


now it is 1914 minutes betore the day 
ends, at 5 p.m. In this short time, the 
company must earn the profits it must 
make to stay in business. m/m 
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How to win 


a conference 


by William D. Ellis and Frank Siedel 


EDITOR’S NOTE: After we read the new 
book “How to Win the CONFERENCE”, 
we contacted the authors (Ellis and Siedel) 
to write a basic article on the art of the 
conference. Drawing on their book, they 
have tried to demonstrate by actual ex- 
ample, how to win a conference. The book 
is available from the publisher, Prentice- 
Hall, Inc., Englewood Cliffs, N. J. for $3.95. 
Mr. Ellis is the President of Editorial Serv- 
ices, Inc., and Mr. Siedel is President of 
Storycraft, Inc., both in Cleveland, Ohio. 


uum = Every executive’s suc- 
cess or failure depends upon his ability 
to get his ideas across in a conference. 
No matter what his special job is— 
sales, production, or personnel—his ad- 
ministrative abilities are wasted if he 
is unable to sell himself in a face-to- 
face situation. 

How many times have you watched 


t ® 


an idea disintegrate after a short talk 
with the boss? How many times have 
you squelched the creative inspiration 
of your assistant? These things probably 
happen to you every day, although you 
don’t identify them as conferences. Yet, 
they are. It’s important to be able to 
recognize a conference, because every 
executive day falls into a pattern of in- 
formal and formal conferences. A 
phone call asking about delivery dates, 
a talk at the snack bar about a new as- 
sistant, a salesman’s visit — all these 
are conferences. 

A conference is a contest to win a 
man’s agreement. When you recognize 
this, you are alerted, and can prepare 
to take a position or make a decision. 

There are no set rules to guide every- 
one through every problem. Even men 
who win conferences regularly can’t tell 














“Gentlemen, nothing is impossible,” he said 


how they do it. Their methods are as 
various as the men themselves. The 
following case histories provide a lib- 
eral education on how to win—and lose 
—a conference. 


eeeeeeeoooooooooooooooeeoeoeee 
How action makes its point 


John Patterson of the National Cash 
Register Company called his entire 
sales staff to a big meeting to announce 
a highly increased sales program. The 
meeting was held in the company din- 
ing room in the Dayton, Ohio head- 
quarters. As the meeting progressed, 
Patterson noticed that his salesmen 
were listening in the relaxed manner of 
men who thought the challenge too 
enormous to be taken seriously. 


At two o'clock in the afternoon, Pat- 
terson interrupted his remarks with 
“Gentlemen, I am apparently putting 
this badly. We will adjourn immedi- 
ately and reconvene here at breakfast 
tomorrow morning at nine. At that 
time I will have found a more per- 
suasive way to prove to you that these 
objectives are entirely attainable.” 

The salesmen were surprised at Pat- 
terson’s perceptiveness, as well as at the 
adjournment. Explaining his action to 
an aide, Patterson said that he stopped 
the meeting because his men weren't 
taking him seriously. They felt the ob- 
jective was too big to be accomplished. 

He intended to prove to them that 
anything is possible. He immediately 
set to work, telling his aide “When 
these men return to this dining room 
tomorrow morning for breakfast . . . I 





ESTABLISHING YOURSELF IN A NEW JOB 


Aifred E. Perlman 


Bill Bailey 


Benjamin Fairless 
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When Alfred E. Perlman took over the presi- 
dency of the New York Central railroad after 
Robert Young's flamboyant proxy victory, he had 
a big job ahead of him. Young was known as a 
man who makes sharp and drastic changes. The 
100,000 New York Central employees naturally 
expected that any president hired by Robert 
Young would come in with big personnel 
changes. Their worries were soon over when 
Perlman announced at the first meeting not even 
his own private secretary was coming with him. 
He said he first wanted to spend six months get- 
ting acquainted with the people and the prob- 
lems of the railroad. He quickly won over the 
men to his side. 


When a large midwestern manufacturer de- 
cided he wanted to triple production, he searched 
out Bill Bailey, a Bethlehem Steel mass produc- 
tion executive accustomed to handling big prob- 
lems. Bailey was taken to meet the foremen of 
the company, who had grown up with the pro- 
duction line since the time it produced piecemeal. 
Each had carved certain niches for themselves in 
the production set-up, and as they were naturally 
worried with the threat to their security, there 
was some sort of subdued belligerence. Bailey 
shook hands all around the room and then said 
“Gentlemen, | am the last man to be hired from 
the outside.” The men immediately felt at ease 
and cooperative, and prepared to go to work. 


When Benjamin Fairless was about thirty, he 
was made general manager of Central Steel. 
They had just taken over another plant, and Fair- 
less’ job was to step in and start running the 
merged company. In a situation like this, execu- 
tives of the absorbed firm are always nervous, 
suspicious, and inclined to drag their feet. 
Fairless was quickly able to sense the not-too- 
well hidden hostility of the men. The atmos- 
phere was tense. Fairless stepped into the 
conference with a grin, saying, “No manage- 
ment in this plant has ever lasted more than 
twenty-two months. We've got a lot of work to 
do in twenty-two months.” Not a single man 
hesitated in “pitching in” with him. 




















How to get more 


working minutes per hour! 





There’s no need for personnel 
to waste valuable time walking 
back and forth for information 
and instructions. With Execu- 
tone Intercom they just push a 
button and talk—instantly! 


Walking time becomes work- 
ing time. Telephone lines are 
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kept open for outside calls; 
roving employees are located 
immediately! Production is in- 
creased, costs are cut. 


Installations in every type of 
business and organization prove 
that Executone pays for itself 
many times over! 


PLUS “BUILT-IN” COURTESY! 


Executone protects your privacy, never 
interrupts. Its Chime-Matic® signalling 
announces calls by soft chime and signal 
light! Mail coupon below and find out 
how courteous Executone pays for itself 
in more working minutes per hour! 


INTERCOM AND SOUND SYSTEMS 


EXECUTONE, Inc., Dept. J-11, 415 Lexington Ave., New York 17, N.Y. 

















It sounds interesting. Send me the following— 
at no cost or obligation: 
| O “Talk Lines”—Case Name 
| history magazine 
| Information on: Fi 
irm 

| QO) Switchboard Relief 

© Inter-Office& Plant 
Communication Address 
| ) Locating Personnel . 
| O High Noise Level City 

Coverage 


In Canada—331 Bartlett Ave., Toronto 


(Circle 769 for more information) 
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want not one stick or stone of this 
building to remain. And I want grass 
to be growing here as though there 
never was any building here.” 

Three demolishing companies §ar- 
rived that afternoon and began tearing 
down and hauling away the dining 
room. An excavation company was com- 
missioned to bring in dirt to fill in the 
basement. With 20 automobile head- 
lights focused on the area, landscape 
gardeners worked all night laying down 
strips of sod obtained from nearby 
pastures. A local florist spent all night 
200 
in the middle of the grassed over area. 

At breakfast time, the bewildered 
sales force wandered over the grounds 
looking for the dining hall. Finally 
they converged around the geranium 
bed where John Patterson stood. “It 
was worth it to make my point, gentle- 
men. You see anything .. . I mean any- 
thing. . 


transplanting potted geraniums 


. can be done.” This of course 
is an expensive, but certainly dramatic 
way of winning a conference. 


S@OCCCOCOOOSOOHOOOCOHOOOECEEEECEEESEEE 
Prior planning 


Prior planning is probably the most 
important weapon or tool to substitute 
for “natural leadership. The 
Army proved this during the War in 
their training programs, in the produc- 
tion of our so-called “‘ninety-day won- 
ders.” “These men prepared themselves 


born” 


before each meeting with their platoons 
on the subject which was scheduled, 
and they were able to win the respect 
of seasoned veterans. 

The procedure is very simple. For 
your next conference, you need only 
know the subject, know the people, and 
know how you want it to come out. 
You’ve got to determine your limits of 
action, how far you are willing to go 
for your objectives. In this matter you 
can anticipate an opponent’s alterna- 
tives, and because you are prepared, 
you can show them the where, the why, 
and the how of your proposal. 


©00000006800000800880088888888888 
Split the opposition physically 
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Gerald Van _ Schoor’s company 





makes a special kind of thermal piping. 
When a customer challenges the per- 
formance of this product, it’s his job 
to inspect the installation. If it is in- 
correctly made, he tries to reach an 
equitable solution about sharing the 
cost of repairs. 

He has developed one tactic which 
has helped him tremendously. When- 
ever he is talking to a group of four 
or more men, he always arranges to sit 
between them. He sits in the middle, 
never letting them sit opposite him. If 
they all sit across the table like a board 
of inquisition, they gather too much 
support from each other. The very phy- 
sical arrangement actually sharpens the 
lines of contest. Sometimes, even if a 
man wants to agree with your reason- 
ing, it goes too much against this phy- 
sical alignment. If he’s sitting beside 
you, it’s easier to express agreement. 


SSOOSHOSCOSOSOSOSOSSCOSSCSSCSSESEOSECE 
Overpowering boldness 


During a financial low, the banks 
were going to close down Augustus 
Swift, the meat packer. Twelve banks 
that 
Swift’s, and each suspected that Swift 


found they were creditors of 
was seriously overexpanded. Each bank 
assumed that it was the major creditor, 
and they agreed to call Swift before 
them in a joint meeting to demand ex- 
planations and immediate payment. 
Swift was really in trouble, and was 
engaged in a critical struggle to keep 
his doors open. When the summons ar- 
rived, in fact, he was just leaving for 
But he 
knew he would have to defer this trip 


the East to seek more credit. 
to attend the meeting. 

When he arrived at the meeting he 
had no briefcase, no assistants, no ac- 
countants, just a single sheet of paper. 
One of the bankers timidly began to 
approach the embarrassing subject. But 
Swift quickly interrupted. “Gentlemen, 
if I may, I’ll speak first. I am glad of 
this opportunity, as I was going to seek 
you out anyway. You see, I am apply- 
ing for a loan extension from each of 
you. And in addition, I will require 
additional loans from each of you by 
about double my present notes.” 
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It took the bankers time to muster 
an answer for such apparent effrontery. 
Swilt followed his words immediately 
by drawing the sheet of paper from 
his pocket. “I thought it would be con- 
siderate of me to let you all know how 
much capital the others have advanced 
me.” He read the figures, and each 
banker saw that he was not the major 
creditor. They realized that in a fore- 
closure, each bank would get very little. 
Swift continued “I believe all of our 
best interests lie in keeping this ship 
afloat.” As a result, the Swift Com- 
pany is very much in business today. 
©0000000060000000080080800800800080 


» Actually getting started 
eeeeeaeoooooso ooooooooe eee eeeeee 

The second floor hallway of a me- 
dium sized motion picture production 
company was the scene of an interesting 
conference. ‘The owner asked to have 
an over-size table, which was at the 
head of the stairway, brought down to 
the first floor. ‘The conference resulted 
when four employees went upstairs to 
bring down the table. 

It was apparent that a_ certain 
amount of manuevering would be nec- 
essary to get the extra large table down 
the narrow staircase. One suggested re- 
moving the legs from the table. The 
others said it seemed like a lot of work, 
and it would take too much time. The 
next idea was to measure the width of 
the table and the size of the opening, 
to determine clearance. This was gen- 
erally agreed upon until somebody 
argued that the angle in which the 
table was held in relation to the stair- 
case would alter the clearance. 

The owner had meantime become im- 
patient for the table and he joined the 
conference. The conferees explained the 
considerations that had thus far been 
under discussion. The owner listened 
with labored restraint. ‘Then he said 
“All right, now let’s do it my way.” 

“What way is that?” 

“Let’s start.” Whereupon everyone 
took hold of a corner and maneuvered 
the table successfully down the stair- 
way. If this seems to be a flippant and 
inconsequential incidence of resolving 
a conference, you would be surprised to 
learn how many hundreds of business 
conferences become ensnarled in the 
same kind of foolish dilemmas. 

(Next page, please) 
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New G-E Thinline Room Air Conditioner 





its any type window or through the wall 


(TAKES 3 LESS SPACE) 











Can be installed to swing open—allows access to outside for cleaning. 
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Amazing versatility gives old and new 


buildings low-cost, area-by-area air conditioning 


Because of its unique spacesaving 
design, the General Electric Thinline 
Room Air Conditioner can be in- 
stalled in virtually any window space 
with little or no projection either in- 
side or out. 

It can even be installed either all- 
inside or all-outside the windows and 
still project less than previous corre- 
sponding models. 

Thinline Room Air Conditioner in- 
stallation offers you efficient, low-cost 
operation by cooling only the areas of 
the building in use at any given time. 
With an Accessory Timer, available 


at slight additional cost, Thinlines can 
be set to go on and off automatically 
on a pre-arranged schedule for a 
seven-day cycle. 

When you invest in Thinline, you 
are assured of General Electric’s fa- 
mous dependability. You can rely on 
prompt delivery and installation. All 
units backed by a written guarantee. 

The G-E Thinline is available in ¥%, 
4, and one horsepower models, all in 
the same sized housing. General Elec- 
tric Company, Appliance Park, Louis- 
ville 1, Kentucky. Most models avail- 
able in Canada. 


Progress ls Our Most Important Prodvet 


GENERAL @@ ELECTRIC 


(Circle 727 for more information) 
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| 16Y2 | inches thi 
Only; 2 , inches thin 
Fits flush with wall, with little or no overe 
hang. To install through the wall in new con- 
struction, build in the all-metal sleeve where you 
intend to place a Thinline. Seal the sleeve until 
you are ready to install the unit. Then, slip the 
unit into the sleeve for weather-tight installation. 




















The F. S. Webster 

Company, one of ' 
America’s leading carbon bad 
and ribbon manufacturers, is an 
important supplier of duplicating 
materials for modern office machines. 

A half-century of experience in the 

field enables Webster to bring skill and 
ingenuity to the production of these 
tailor-made products. A few of these — and 
the machines they supply —are listed below: 


neti: 


© 
— j : 
duplicating need Kk 


CARBON PAPERS — For use on all makes of - 
typewriters. Weights and finishes for specific y 
typing requirements. Sizes for unusual job are 
requirements. we i 


TYPEWRITER RIBBONS — in cotton, silk and 
nylon quality are available in a wide variety of 
colors for all standard, electric and portable 
makes. Also carbon ribbons for executive and 
offset duplicating requirements. 


OFFICE MACHINE RIBBONS — Adding machine 
ribbons for most makes. IBM Tabulating Ribbons 
of all types. Billing, Posting Machine Ribbons for 
Elliott-Fisher, IBM, Sundstrand, National Cash 
Register and others. Also Ribbons for addressing, 
time recording and teletype machines as well as 
for all hectograph requirements. 


ACCESSORIES — Hand cleaners, type cleaners, o 
instrument oil, duplicating fluids and manifold = 
tissue. iT 
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Make it clear...you want 


al Webster’s 


at leading stationers’ everywhere 











F. S. WEBSTER COMPANY, 10 Amherst St., Cambridge 42, Mass. 
Factory branches in Chicago, Detroit, Philadelphia, Pittsburgh, San Francisco, 
New York and Cambridge 


(Circle 767 for more information) 
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The empty chair-company policy 
SCOSHCHCSECOSOCOOOCOECEEESEEEEEES 


At every business _ conference, 
whether it convenes in the executive 
suite or on the production floor, there 
is an empty chair. It stands at the head 
of the table and usually dominates the 
proceedings. This chair is occupied by 
a strange and unaccountable combina- 
tion of experiences, opinions, and phi- 
losophies which have accumulated 
through the years and emerged as a set 
of authoritative beliefs. It is called 
company policy. It is undoubtedly a 
most formidable influence at any con- 
ference table. Admittedly, it changes 
through the years. However, in a cult 
which worships experience as much as 
the American business system does, 
company policy is an important influ- 
ence on the actions and operations of 
every level of a company. 

Whether or not company policy is 
being discussed at the conference table, 
remember that it is still there. There- 
for, the more you know about it, the 
better your opportunity to bring its 
tremendous influence to bear on your 
side of the question. The important 
thing to bring to your conference table 
is a knowledge of the policy and a ques- 
tioning attitude. Don’t challenge it 
until you are well fortified with facts 
and statistics. 


@eeeeeeceeeoooooooooooooooooooese 
Humor in the conference 


One of John Fox’s many projects is 
the Boston Post. John Fox is a reason- 
able, fair minded man who has an 
explosive temper which he controls 
carefully. One day his chief financial 
adviser, John Faxon, opposed him con- 
sistently on a point in conference. Fox 
blew up in anger. There was a rolling 
barrage of spontaneous wrath which 
blasted Faxon for ten minutes straight. 
Suddenly Fox noticed the room was 
shocked into a hurt and embarrassed 
silence. He quickly came to his senses 
and grinned. “I'll have to apologize for 
Faxon, gentlemen. He loses his temper.” 
Amidst laughter and good feeling, sud- 
den affection for Fox put the meeting 
back on the good road. 





SOCCCSCSCCOSOSOOSSOSOSCSSCESEOSESESE 
Soften the truth 


The Harris brothers, founders of 
Harris-Seybold, had engineered a new 
printing press which would register 
15,000 impressions an hour. Until then, 
the standard for this type of job had 
been about 2,000 impressions per hour. 

Elated with their new product, they 
proceeded to invite the printing in- 
dustry to watch a demonstration of the 
new press “which will print 15,000 
copies per hour.” The claim seemed so 
fantastic at the time, and the pros- 
pects were so incredulous, that the gen- 
eral reaction was that it couldn’t be so, 
and it would be a waste of time even 
to look at it. The Harris brothers de- 
cided to change their story to convince 
the would-be users. On their next call, 
they invited people to watch the 
demonstration of the new high speed 
press. When asked what high speed it 
was, they admitted that although it 
sounded fantastic, it would print over 
5,000 impressions an hour. 

With revised downward advance bill- 
ing, they succeeded in getting the in- 
dustry to see what they had. The 
original claim by the brothers was then 
quickly substantiated. 


eeeeeeoeoooooooooooo oo ooo eo oeoeoee 
How to lose 


The young president of a diesel loco- 
motive manufacturing company was 
faced with union demands for a 12¢ 
per hour increase. A four-hour session 
with his auditors, and a 30 minute 
meeting with the board of directors, 
convinced him that the raise was logi- 
cal and justified. 

He called in the union officials and 
announced that he was willing to meet 
their request for a 12¢ per hour in- 
crease. When there seemed to be no 
overt joy among the union officials, the 
president proceeded further. He told 
them that he would do better than that, 
that there would be a 15¢ per hour in- 
crease across the board. This was on 
Monday; the announcement was to be 
made on Wednesday. 

On Tuesday morning at 9 o’clock the 
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men went out on strike. The president 
was bewildered. But an attorney spe- 
cializing in labor law explained his 
mistake to him. By accepting the 
union’s demands without an argument, 
he made them feel that they had been 
taken. As a matter of fact, by going 
further and giving them more than 
they had demanded, he had taken away 
from them the prestige of winning a 
victory. By yielding a point without an 
argument, he had taken away some of 
the union's justification for existence. 


Timing wins the argument 


The top brass of a large oil com- 
pany was assembled for the purpose 
of deciding how the company would 
manage to land a big turnpike con- 
tract. Only one brand of gasoline was 
to be sold on the road. Whoever bid 
low enough to get the business imme- 
diately had to lay out tremendous capi- 
tal to build stations every few miles. 
The bidding was so competitive, it was 
questionable whether the investment 
would ever pay off. Discussion revolved 
around methods of reducing the capi- 
tal investment, as man after man pre- 
sented elaborate sets of statistics con- 
cerning sales volume and profits and 
costs. As discussion continued, the di- 
lemma only seemed more apparent. 
Then from the back of the room, a 
young assistant in the marketing de- 
partment who was there only because 
he had put together one of the presen- 
tations, spoke up. He asked a very per- 
tinent question, ‘““Why do we want to 
go on this turnpike anyway? Couldn’t 
we build stations on the access roads 
where we wouldn’t have to get into 
this bidding? Couldn’t we send cars 
onto the pike with full tanks and catch 
them coming off with empty tanks? 
That way, the stations would draw 
business from the nearby towns and 
still get a pretty good piece of the turn- 
pike volume. Wouldn’t we be better off 
to let someone else take the turnpike 
headache?” 

The speech was perfectly timed. 
While the suggestion would have been 
ignored a half hour earlier, at that pre- 
cise moment it carried a lot of weight. 


(Next page, please) 
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a new high style in breathable 
vinyl upholstery comfort 

















DORCHESTERt 
—a striking new breathable “‘Fabrilite” pattern 

: with the quality look of hand-loomed tweed. 
owaitll Yorkshire Brown. Mayfair Pink. Exmoor Green. 


For furnishings that get heaviest use—even abuse... 


we Whiteho!l Maroon 
Bs Cardiff Blue 


Sheffield Green 


Brighton White 


Savoy Green 


= Sherwood Grey 
ee Regent Red 
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Thousands of invisible pores breathe for floating-on-air comfort. A continuous vinyl 
coating leaves no exposed fabric to soil. Exclusive Du Pont finish resists dirt and wear... 
washes completely clean with a soapy sponge. For extra-duty furniture of distinction, select 
Du Pont breathable “Fabrilite’ *—the unique elastic vinyl upholstery. In 11 Dorchester 
colors (see bar), each with the exclusive hand-loomed tweed effect. Write for swatches: 
E. I. du Pont de Nemours & Co. (Inc.), Fabrics Div., Dept. MM-66 Wilmington 98, Del. 


there’s no vinyl upholstery like 


DUPONT 4:24 "FABRILITE”” 


REG. us. PaT.Off 


BETTER THINGS FOR BETTER LIVING 
... THROUGH CHEMISTRY 


*Fabrilite” is Du Pont's registered trademark for its elastic-supported vinyl upholstery. TDesign Patent Applied For. 
(Circle 724 for more information) 

















Capitalize on trouble 
TTT) 

When Lee Sherman Chadwick was a 
young engineer with the Perfection 
Stove Company in Ohio, he was called 
into the office of Francis Drury, presi- 
dent, with four other men who consti 
tuted top management. They all 
looked depressed. The company manu- 
factured oil stoves on an exclusive con- 
tract with the Standard Oil Company. 
The stoves were sold under Standard 
Oil’s name and were built to their 
specifications, in order to build a mar- 
ket for fuel oil. 

In a despairing gesture Mr. Drury 
handed a telegram to Chadwick. It 
read “Effective March Ist we will ter- 
minate our contract with you for stoves. 
Will require no more in the future.” 
Chadwick looked around the room and 
studied the telegram again. He ap- 
parently had been called to this meet- 
ing to decide how quickly they could 
close down the plant. 

Instead, he said, “Gentlemen, I con- 
gratulate you.” After a reaction of 
scowls and questioning expressions, 
Chadwick continued, “Now you can 
manufacture your own stoves in your 
own design and size and you can put 
your own name on it. For once you will 
get out of the dangerous position of 
having only one customer. With your 
own name on the stoves people will 
know you're in business. This is the 
best thing that could happen.” 

In real trouble, the man who brings 
a message of hope to the conference, 
which he is obviously willing to back 
up with performance, will be given the 
go ahead signal. 


Finding the source of influence 


A jobber salesman of pneumatic 
equipment developed a sure fire pro- 
tection against the world’s greatest time 
consumer for salesmen—talking to the 
wrong man. In the middle of a sales 
pitch to a new customer, he would 
suddenly pause, and ask, “By the way, 














* Automated Data Processing 


There is no mystery about automation; 
and large companies do not have an 
exclusive franchise to its benefits. 
While Moore serves many large com- 
panies with ADP, it also helps the 
small company to the automation that 
results in smoother work flow, accurate 
control and faster handling of data for 
current information. In any system of 
automation, it’s sound practice to de- 
sign the form-system early in the plan- 
ning stage. This is the way to be sure 
correct forms design and construction 
are carefully planned so as to bring 
home dividends in efficiency and econ- 
omy. Moore manufactures forms only, 
and not ADP machines. Moore’s ADP 
fits automation to the need of the 
company—no more, no less. And that 
depends on its size, and the nature 
and number of transactions. ADP can 
be applied to a system all at once or 
in planned stages which apply auto- 
mation gradually as required. 


How it works > 


EXPERIENCE pays in this field. The Moore man, 
having the benefit of experience with many com- 
panies, brings a wealth of knowledge and an out- 
side viewpoint to the problems of your company. 





do you have the authority to buy this 
stuff, or do I have to see your boss?” 
This was not calculated to win 
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SMOOTH SYSTEM KEEPS A WAREHOUSE WORKING 


An ADP Order-Shipping System assures same-day shipments, positive control and accuracy 





in getting orders entered at the warehouse. 


MAIN OFFICE A Moore one-part continuous form is used 
to teletype the customer’s incoming order from the main 
office to the warehouse. This saves many hours of delay 





WAREHOUSE The order comes in automatically typed on 
a 2-part Moore form. The special construction of this 
Moore Speediflio form makes operation trouble-free and 
automatic. The machine, in fact, runs unattended. 























package, to the Mailing Clerk. 


Moore forms are the heart of the ADP benefits . 


The company enjoys speed it never had 
before in transmitting orders to Shipping 
so they can be filled the same day. It 
operates with more accuracy, as tran- 
scribing errors have been eliminated. One 
typing is sufficient to relay information 


MOORE BUSINESS FORMS an ao | 


SHIPPING ROOM Part 1 of the form gives Shipping a 
packing list to enclose. And also the addressed label. 
Part 2 of the form, with label attached, travels with the 













/ 


MAILING DESK Postage is affixed and the amount entered 
on Part 2. This is detached and sent to the main office for 
billing. One automatic writing on the form has supplied all 
the order and shipping information, and the control needed. 


or instructions to every point where 
needed. Any company, large or small, 
can learn how to begin getting ADP 
benefits simply by talking with the 





Moore man. He’s in the Classified or — SE es 
2 M ff bel Moore forms ~ td 
wr 3 > 2ares 4 > °C yeiow. . e are 
write the nearest Moore office, sional ie : ey tomar ria. 
the system -| 


Inc oS 
NIAGARA FALLS, N.Y. DENTON, TEXAS EMERYVILLE, CALIFORNIA Ly 
Since 1882 the world’s largest manufacturer of business forms and systems. oa 


Over 300 offices and factories across the U.S. and Canada. 
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friends, but it did influence people. 
More often than not he got a straight 
forward answer. If he was talking to 
the right man, the poor fellow usually 
had to prove his authority by giving 
our friend an order. If, as often hap- 
pens, he was talking to the wrong man, 
the very brashness of the question in- 
vited a certain respect. Going directly 
to the source of influence is often the 
quickest way to a successful sale. 


Winning on the telephone 
€©00060066006060000000000006080000680 


When your phone rings, it’s as 
though a man has walked into your 
office, and he deserves your undivided 
attention, just as though he had pulled 
up a chair opposite your desk. If you 
don’t want to give full attention to 
your telephone calls, you should ar- 
range to screen out such calls at your 
switchboard. If you are placing the 
call, it is even truer that your whole 
mind should be concentrated on what 
you want to get across. 

Making a long distance call is a sim- 
ple act that can often win your confer- 
ence. Calling somebody at the cost of 
a dollar a minute makes an impression 
on the man no matter what his level. 
A toll call at that rate tells the recipient 
two things about your message: (1) it 
needs an answer faster than the mail 
will furnish, and is, therefore, urgent, 
at least to you; (2) though you may be 
presuming on his valuable time, you 
value his time at something like $125,- 
000 per working year, which insults 
very few men. Most men are willing to 
talk to you on those terms. And they 
are also willing to pay attention and 
think fast. 

Paul Uniak, advertising manager of 
Cleveland Diesel Division of General 
Motors, operates in a very precise man- 
ner. When somebody calls up to make 
an appointment with him, the conver- 
sation usually goes like this on his end: 
“Fine, About what? .. . Good. Where? 
... All right. What time? ... Fine. So 
long.” No time is lost, and when you 
analyze it, everything is covered. When 
you go to see him, you usually make 
sure that you’ve organized to save a lot 
of time. This approach gets action. 

(Next page, please) 
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The Dictaphone TTME-MASTER dictating machine. 
“Takes the words right out of your mind” 


ERE’S all the dictating you’re likely to do 
in a full week at the office—recorded on 
five little belts of plastic. 


They’re DICTABELTS—the exclusive dicta- 
tion records of the Dictaphone TIME-MASTER 
dictating machine. The real cost? Less than 
any other dictating medium! DICTABELT 
economy is only one reason why more people 
buy TIME-MASTER than all other dictating 
machines combined. 


(Circle 722 for more information) 


Easiest way to do a week’s dictation: 


put it on 5 Dictabelt records 


Other reasons: (1) DICTABELTS are clearest of 
all dictation records. (2) They’re unbreakable 
and flexible—can be mailed or filed like ordi- 
nary letters. (3) Dictation is visibly recorded so 
you always know your place. (4) DICTABELTS 
can’t be erased by accident. (5) They’re used 
just once. 


Learn to work easier and faster—with 
DICTABELT. Write Dictaphone, Dept. ME, 
420 Lexington Ave., New York 17, N. Y. 


DICTAPHONI E CORPORATION 


In Canada, write Dictaphone Corporation, Ltd., 204 Eglinton Ave. East, Toronto...in 
England, Dictaphone Company, Ltd., 17-19 Stratford Place, London W.1. Dictaphone, Time- 
Master and Dictabelt are registered trade-marks of Dictaphone Corperation. 












» How to close a conference 


The most important part of a con- 
ference is the end. Sometimes the last 
few minutes can dissipate all the good 
that was accomplished, or the final few 
minutes can salvage a failure. Chiefly 
to be avoided is a fizzle-out ending, 
such as: “Well, we've explored the sub- 
ject thoroughly.” “Well, we'll talk it 
over again.”’ “Well, we'll work it out 
all right.” These lead to no action and 
mean nothing, unless they have some 
academic interest to you. 

Ray Culley, president of Ciné-craft 
Productions, Inc., closes every meeting 
with a crystallized summary. He does it 
almost by reflex. Although his method 
may be too studied for your use, it can 
be adapted to your own character. He 
verbally counts them off on his fingers. 
“We've decided then that we will de- 
liver the finished film by November 8. 
Price, $72,000. Geoffrey and Lamson, 
the agency, will furnish one man to ac- 
company our crews as technical ad- 
visers, starting August 5th in Mon- 
treal. The steel company will clear our 
crews to enter all their plants by the 
same date. Very good, gentlemen. Let’s 
go to work.” When he is through, every 
man knows exactly what he has bar- 
gained for, and they usually like it. 

Try to project yourself inside each of 
the men at the conference table—to 
look at your own proposal through 
their eyes. We call that empathy, and 
feel that it is the one word which sum- 
marizes the whole arc of the conference. 
It is the art of salesmanship. m/m 
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How to use 


GOVERNMENT 
STATISTICS 


A comprehensive survey of available business 


information sources and services 


Ms A publisher of a mass- 
circulation magazine wanted to know 
what kind of people were on his sub- 
scription rolls, in as much detail as 
possible. Instead of making his own 
survey of his readers, he turned to the 
Bureau of the Census of the’ United 
States Government. He realized that 
since his subscribers were all Americans 
more than 6 years old, they had been 
around when the 1950 Census had been 
taken. There was, therefore, a great deal 
of information already on file. 

He sent the Census Bureau a list of 
subscribers, and the Bureau pulled the 
appropriate schedules from its files. It 
made a punched card for each sub- 
scriber, and then transferred informa- 
tion to it that had been collected in 
1950. These punched cards were then 
tabulated. The characteristics of the 
subscribers were sent to the publisher 
in summary form, along with a bill 
for the actual cost of the work done on 
the project. 

The cards for each individual sub- 
scriber were never given to the pub- 
lisher, of course, since data submitted 
to the Census and other statistical agen- 
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cies are confidential. The summaries 
could be released however, since they 
did not reveal facts about any particular 
person or family. The resulting analysis 
proved quite enlightening, and was 
used very effectively in the publication’s 
sales promotion work. 

This story, reported in the latest 
edition of Government Statistics for 
Business Use, by Philip M. Hauser and 
William R. Leonard, is not typical of 
the everyday services that the govern- 
ment statistical offices offer to business. 
It is a good example, however, of the 
kind of help you can get when you 
know what to look for and where to go. 

The United States Government is one 
of the world’s greatest sources of statis- 
tical information. More than any in- 
dividual business, it must base _ its 
decisions and its actions on fact. Even 
if it wanted to, it cannot do things on 
the intuition of a brilliant executive. 
In addition, no other organization is as 
universally accepted as being authorized 
or impartial in the collection and analy- 
sis of figures. If there is suspicion of 
bias somewhere along the line, who 
else can get figures submitted as a mat- 











Summary 


of Statistical Agencies and Their Interests 


Quoted from Hauser & Leonard, Government Statistics for Business Use 


The agencies that are primarily statistical and their general areas of respon- 
sibility are listed below. These agencies account for the greater part of the 
statistical material discussed in this book. 


Department of Agriculture: All current statistics on the production of crops 
and livestock; food processing; farm wages and labor; farm management; 
farm taxation and finance; prices farmers pay and receive; and all other 
matters related to the economic status of the farm as an industrial enter- 
prise. Several parts of the Department of Agriculture provide statistical in- 
formation, but the most important from the standpoint of general purpose 
statistics is the Agricultural Marketing Service. 


Department of Commerce, Bureau of the Census: Periodic censuses of 
population, housing, agriculture, business, manufacturers, mineral indus- 
tries, and governments; current statistics on manufacturing production; 
retail and wholesale trade; foreign trade; population and the labor force; 
state and local government receipts, expenditures and debt; and various other 
fields related to the foregoing. The most important function of the Bureau 
of the Census originally was the provision of periodic censuses that supplied 
detailed information on the basis of complete coverage in a number of the 
most important social and economic areas. More recently, increasing atten- 
tion has been given to monthly, quarterly, or annual information in many 
of the areas covered by the censuses. 


Department of Commerce, Office of Business Economics: Estimates of na- 
tional income and product and related series; foreign investments and trans- 
actions; balance of international payments; estimates of inventories and 
sales; and (with SEC) estimates of actual and anticipated expenditures for 
new plant and equipment. 


Department of Health, Education, and Welfare, National Office of Vital 
Statistics: Monthly and annual statistics on births, deaths, and other vital 
events. 


Department of the Interior, Bureau of Mines: Current and annual data on 
the production, consumption, and stocks of minerals, including mineral fuels. 


Department of Labor, Bureau of Labor Statistics: Current statistics on em- 
ployment, earnings, man-hours, labor turnover, industrial accidents, work 
stoppages, wage rates, and collective-bargaining agreements; wholesale prices, 
retail prices, and consumer price indexes; housing construction and publicly 
financed nonresidential construction. 


Other Agencies: Several other agencies, although not primarily statistical, 
are responsible for the collection of certain statistical material related to 
their functions. Thus, for example, the United States Tariff Commission col- 
lects statistics on the production and sales of synthetic organic chemicals. 
The Federal Trade Commission and the Securities and Exchange Commis- 
sion cooperate in a quarterly summary of financial data covering manufac- 
turing industries. The Board of Governors of the Federal Reserve System 
prepares the index of industrial production and several series on credit 
and banking. 

















ter of law? Regardless, the statistics are 
in the files in Washington, and no 
businessman can afford to overlook the 
wealth of statistical material available 
from his government. 


APPLYING RECORDAK MICROFILMING TO BUSINESS ROUTINES—NO. 18 IN A SERIES 





Building a statistical library 


| Nobody can use all the figures that 
| are available from all the government 
| agencies that issue them. This is indeed 
| fortunate, for they emerge in such vol- 
ume that it would take the facilities of 
a good-sized library to handle them, and 
to make the information available in a 
usable form. It is not too difficult a 
matter to become familiar with sources 
that are of particular interest to you, 
and you can easily and inexpensively 
build a basic statistical library. 

The first item on your shelf should 
be the Hauser and Leonard book pre- 
viously mentioned. Just published by 
Wiley, it is available for $8.50. The 
second item is a pamphlet, Statistical 
Services of the United States Govern- 

hs ment, available for 45¢ from the Super- 
— ;, —_ intendent of Documents. Its most useful 
Picture of customer and his identification is made by pressing button on Recordak ID Microfilmer section is a list of 125 principal periodi- 


Old as he claims? a 


scribe for any of these through the 
Superintendent of Documents, but you 
This new Recordak Microfilmer protects the 


had better first get his free list of all 
government periodicals, which you can 
get by asking for Price List 36. 

The basic reference volume is the 





defense evidence that proof of age was demanded, and 


owner... takes pictures of 4 customers.and 
their identifications for I¢ 


Selling alcoholic beverages to minors can lead in 


that the customer gave it to him. 

Owner Joe Berman’s film records, made with the 
Recordak ID, will let him do just that if ever chal- 
lenged. But minors, for good reason, shun the picture 


Statistical Abstract of the United States, 
which is issued annually by the Bureau 
of the Census. This is a collection of 
government statistics from all agencies, 


taking as they would a plague. Which is exactly what 


many states to loss of license or heavy fine . . . and the ; 
Joe Berman wants: 


burden of proof lies squarely on the owner. 








including some non-governmental 
sources. Since it says which agency has 
issued the figures in each series, it serves 
as a guide to the likely places to go for 
further and more detailed information. 
The 1955 volume is available at $3.50. 
If you find this useful, you may want to 
get some of the previous issues. While 
1954 is out of stock, you can still buy 
1949 through 1953, at prices ranging 
from $3.00 to $3.50 each. In addition, 
the government has issued two volumes 
that carry the figures back about as far 
as they can go. Historical Statistics of 
the United States, 1789-1945 includes 


Only another example, this, of the way Recordak 
Microfilming serves more than 100 different types of 
business . . . thousands of concerns. ° 


=RECORDPK 


(Subsidiary of Eastman Kodak Company) 


Holbrook Beer and Wine Store, Detroit, uses the 
new Recordak ID to deter those minors who would 
present false credentials as proof of age. 

Before a sale is made to a customer of question- 
able age, his credentials are carefully checked. Then 
they’re photographed—along with the customer—by 
simply pressing a button. 

An amendment to the Michigan liquor law lets a originator of modern microfilming— 
licensee charged with selling to minors offer in his and its application to business routines =, 

———-————-—-—-—-—-—-———————-—-—-MaIL COUPON TopAY———————————————-- / 
FREE... .“SHORT CUTS THAT ry ye ki ~ vga Sapna? of Eastman Kodak Company) 
SAVE MILLIONS” 5 Madison Avenue, New York 17, N. Y. F-6 


Gentlemen: Please send free copy of “Short Cuts That Save Millions.” 
Shows how routines 


like yours have been 




















dented ici thonemnds — as the more important series, and costs 
of companies. How | $3.25; a pamphlet addenda (at 55¢) 
Recordak Microfilmers Company Street | continues these series through 1952. 
are designed for all ’ | Aina ‘ ae 
requirements... give you Much material in these publications 
up to 80 pictures for 1¢. City State is, of course, quite general. The average 
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executive usually wants specific answers 
to specific questions, and he wants them 
complete and right away. Where can he 

go to get the answers? This depends, of 


course, on his area of interest. Here is 
a brief guide, according to subject mat- 
ter, of what you can get from the 
government. 


POPULATION 


\ LMOST every industry needs to know how many people there are in the 
various regions and States, what kind of people they are, and similar 
information. Only the Federal Government is able to supply such broad figures, 
since it is hard to conceive of any other 
amount of data. 


agency able to handle such a vast 


The Constitution required that a census of population be taken every 10 years, 
to make sure that each state had its proper representation in the Congress. So 
our records of population started as far back in our history as 1790, and every 
ten years has seen a new “head count.” Starting with this simple purpose, it 
became apparent that additional information could be obtained at the same 
time with comparatively little effort, and gradually other items were added to 
the decennial census schedules. With the development of mechanical tabulation, 
the information so collected could be analyzed in more and more ways, and the 
census reports became more extensive and more useful. 

A complete list of Census publications is given in the free Price List 70, issued 
by the Superintendent of Documents. The main report on our population is 
contained in a 1384-page volume Census of Population: 1950, Volume I, Number 
of Inhabitants ($7.00). Reports on individual states are available separately, at 
prices running from $1.75 to $3.75. These contain more information on the 
characteristics of the population than is included in Volume I. 

Ten years is a long time, and our population doesn’t always stand still over 
that period, so the Census Bureau issues two supplementary series. One gives 
monthly estimates of total population, with annual estimates of its distribution. 
To get more detailed information on the changing characteristics of our people, 
the Bureau interviews 21,000 households (shortly to be increased to 35,000) and 
issues monthly reports on key qualities. In addition, special surveys are issued 
from time to time covering specific local areas. These are made by the Census 
Bureau at the request of local governmental units—and at their expense—but 
the results are eventually published and made available to all. From time to 
time, the Bureau issues estimates of what is expected to happen to our popula- 
tion. While their estimates have been pretty good on the whole, they become 
less accurate, naturally enough, as they look ahead for a greater 
future and at smaller sections of our country. 


period in the 


SOCIAL SECURITY 


r 4 HE Social Security Administration’s monthly publication Social Security Bul- 
letin contains most of the available figures on the government’s old age 
retirement program, as well as some related programs not immediately under the 
jurisdiction of SSA. This includes such programs as that of the Veterans Adminis- 
tration and the Railroad Retirement Board, 
agencies, of course, go into more detail. 


although publications of tinese 


BIRTHS AND DEATHS 


NY projection of population trends depends, of course, on an accurate count 

\ of our major source—births. Figures start out with the filing of a birth 
certificate with a city or town or other local unit having jurisdiction. State-wide 
figures are collected by the State Health Departments, and transmitted to the 
U. S. Public Health Service, which releases them regularly, and culminates in the 
annual Vital Statistics for the United States. Collection of birth statistics was 
started in 1915, and at that time only 10 states were submitting figures to 
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TYPISTS—STENOS 
OFFICE WORKERS 


Use our bonded, insured 
employees for any length of 
time from 4 hours, to a day, 
a week, or longer at low 
hourly rates. 

We are not an employment 
agency 


CALL THE BRANCH OFFICE YOUR CITY 


manpower,iné. 


Home Office 
330 West Kilbourn Avenue 
Milwaukee 3, Wisconsin 


OVER 70 OFFICES COAST-TO-COAST 


(Circle 737 for more information) 


SIPA\CISFINDER FILES REALLY 
SAVE TIME, S!P2\GI5 & MONEY 


Independent surveys comparing shelf and 
drawer filing show approximately 50% sav- 
ings in personnel TIME. No time wasted 
opening, closing drawers. 
Spacefinder doors give shelf 
work surface. 













Surveys also show 42-50% 
floor SPACE savings due to 
greater capacity. Only 30- 
inch aisles are needed. 


When you save valuable 
space and costly labor, you 
save MONEY. Doors protect 
against dust, dirt and fire, 
and Spacefinders, since they 
are welded, can be moved 
with contents intact. 


Tab Products Co., 57 Post Street, San Francisco 4. 

C) Send complete information on Spacefinder Files. 

C) (FOR PUNCHED CARD USERS) Send Catalog 7 
describing your complete line of tabulating 
accessory equipment. 


name posites 
bi palin <2 es 
a... = 3 ae 7. 
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Stamps and Seals 


a whole day’s mail 


in a few minutes! 


You no longer need to waste time 
laboriously licking and sticking 
stamps and envelope flaps at the end 
of your busy days. The postage meter 
does it faster, more neatly, and more 
efficiently ... this electric model, for 
example, can stamp and seal 300 
letters in two minutes! 

The postage meter prints postage 
—any amount you need, for any kind 
of mail—directly on the envelope, 
with dated postmark —and with your 








PITNEY-BOWES 


Postage 
Meter 


Offices in 94 cities 
in U.S. and Canada 


at © 


Name 


Address 


PITNEY-BoweEs, INC. 
4522 Pacific Street, Stamford, Conn. 


Send free () booklet, | Postal Rate Chart to: 





own small ad, if you like. A big time 
saver with parcel post, too—prints 
postage on special gummed tape for 
all kinds of packages. 

The meter is set by the postoffice 
for any amount of postage you want 
to buy... protects it from damage, 
loss or misuse, accounts for postage 
on visible registers. Anyone can be 
a metered mailer...and anyone can 
easily learn to use a meter. It more 
than pays for itself in any office —in 
sO many ways! 

There’s a model, hand or electric, 
priced for every business, large or 
small. Call or write your nearest 
PB office for a demonstration, or 
send for free illustrated booklet. 


FREE: Handy desk or wall chart 
of postal rates with parcel 
post map and zone finder. 
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Washington. Others began to collect their own statistics, and by 1933, the entire 
United States had been included in the reports. 

Death statistics are handled in somewhat the same way, and other areas covered 
by this agency include marriage, divorce, and illness. Most data are published 
monthly, but a few, especially morbidity and mortality, are also issued weekly. 
The Public Health Service also collects figures on hospital construction, public 
health activities, industrial absenteeism due to sickness, and other related infor- 
mation, using both regular and special surveys. 


LABOR AND EMPLOYMENT 


i Department of Labor, and especially its Bureau of Labor Statistics, makes 
the greatest contribution to the figures in this area. The BLS issues a monthly 
report of non-agricultural employment, including hours and earnings. This 
covers the nation as a whole, and includes breakdowns for states and certain 
metropolitan areas, as well as for selected industries. Census issues its own 
monthly report on the civilian labor force, based on its sampling of individuals. 
Since Labor works from returns submitted by employers, they do not cover 
exactly the same situation, and must be used with care. 

The Bureau of Employment Security collects figures on unemployment, as they 
are reflected in the registration with the various state employment services. 
Agricultural employment comes within the province of the Agricultural Market- 
ing Service of the Department of Agriculture. Figures are also available, mostly 
from the Bureau of Labor Statistics, on such things as turnover, wage rates for 
various occupations, and work stoppages. 


EDUCATION 


M ost of the data in this field are supplied by the U. S. Office of Education, 
i which maintains a number of series in this area. These include school 
enrollment, attendance, salaries, and so on. Its Biennial Survey of Education is 
the standard reference volume. Its data come mostly from school systems; the 
Census, from its sample individuals and families, issues certain data on school 
enrollment. 


AGRICULTURE 


[JF HE over-all picture on the farm field is available from Census, which took its 

: pea recent special census for agriculture covering the year 1954. Preliminary 
reports which give basic data for each county and State have already been issued, 
and final reports will be issued during 1956. Current data on production, prices, 
farm real estate, and many other facets of our economy, are issued regularly by 
the Department of Agriculture. A useful reference volume for those interested 
especially in this field is Agricultural Statistics, issued annually by the Depart- 
ment, and available at $2.25 from the Superintendent of Documents. This does 
for the farm statistics what Statistical Abstracts does on an over-all basis, and can 
serve as a guide to more detailed figures and their sources. 


é 


INDUSTRIAL PRODUCTION 


a 


‘HE Census Bureau has conducted regular surveys of manufacturing activity 

for many years. From 1920 to 1940, a survey was taken every other year, but 
war-time pressures interrupted the regular series, and the first post-war Census of 
Manufactures was not taken until 1948, covering activity during 1947. After the 
war, Congress passed a law setting up a five-year schedule for this and other 
surveys, calling for them to be taken in all years that ended in a “4” or a “9”. 
Although they passed a law, the Congressmen were unwilling to vote the neces- 
sary appropriation in time, and the survey that should have been taken in 1954 
did not occur until last year. Preliminary reports from this are now coming out 
as fast as they are compiled, but the final reports have not yet been released. 
More current data, limited to specific industries, are issued in a series under 


MANAGEMENT METHODS 





the general title of Facts for Industry. An Annual Survey of Manufactures keeps 
some of the major data up-to-date. Other agencies sometimes have data on specific 
industries in which they have special interest. The Internal Revenue Service, 
for example, is the best source of current information on activity in distilled 
liquors, tobacco products, and other items covered by excise taxes. Power 
consumption by industry is followed by the Federal Power Commission. Labor 
has a series on productivity, and so on. 

Mineral production is the special province of the Bureau of Mines, in the 
Department of the Interior. Its annual Minerals Yearbook is a basic reference 
volume, and is supplemented by more frequent reports on the more important 
commodities. The Federal Reserve System, using data from various sources, 
issues an index of industrial production. 


BUSINESS ACTIVITY 


R EGULAR CENSUS’ of the wholesale, retail, and service trades have also been 
-“carried out by the Census Bureau for many years. They are now on just about 
the same schedule as the Census of Manufactures, with the 1954 reports now 
being released. The Bureau also issues monthly reports on both retail and whole- 
sale trade. Monthly indexes of department store sales and inventories, and 
weekly indexes of department store sales, are issued by the Federal Reserve 
System, both in Washington, and by each of the 12 district banks. Agricultural 
marketing figures are compiled by the Production and Marketing Administra- 
tion, in its Market News Reports, as well as by the Agricultural Marketing Service. 


PRICES 


_ NDEXES of both wholesale and retail prices are kept by the Bureau of Labor 

Statistics. These are based on groupings of selected commodities, and are 
revised from time to time to take account of changing conditions. While they 
are very useful series, they are also very commonly stretched to cover situations 
for which they were not intended, and must be used with extreme care. Prices 
of specific commodities are issued by BLS as well as by other agencies—Agriculture 
for farm products, Bureau of Mines for minerals, etc. Agriculture also issues 
indexes of prices received and paid by farmers. 


FINANCE 


| N THIS realm, the spending of federal money is an important factor, and these 
figures are easily available. The Treasury issues a daily report on what has 
come in and gone out, as well as less frequent, but more detailed, reports. The 
Bureau of the Budget publishes over-all appropriation and spending figures. 
Most of the specialized credit agencies, such as the Veterans Administration, 
Farm Credit Administration, Federal Housing, and others, compile figures cover- 
ing their special field of interest. Banking statistics originate primarily with the 
Treasury, with other aspects being covered by the Federal Reserve System and 
the Federal Deposit Insurance Corporation, while the Securities and Exchange 
Commission issues reports on stock transactions. 


CONSTRUCTION AND HOUSING 


, EDERAL figures in this field are perhaps among the least adequate government 
statistics available. This is due to the local nature of so much activity, and 
the lack of Federal controls which imply that reports must be made to a govern- 
ment agency. Most Washington data is based on figures collected from various 
private organizations, to which some federal activity is added. Some aspects 
of current residential construction are covered, of course, by FHA and VA as 
part of their financing operations. Hospital construction which involves Fed- 
eral aid is followed by the Public Health Service, while the Office of Education 
does some work on school construction. Existing housing was surveyed in the 
1950 Census, and this remains the most complete picture of how we live. The 
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Clean Hands gently 
removes stubborn 
office stains—including ES 
hectograph dye—without resorting 
to harsh abrasives and solvents. 
Your girls will thank you because / THE MODERN HAND 
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scrubbing, too! 


When Clean Hands is applied 
before starting the office day, 
annoying stains can’t set. Grimiest 
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grime rinses away effortlessly. 
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before you buy ANY 


PHOTOGRAPHIC 
COPYING EQUIPMENT! 





reports include data on the type of structure, year built, tenure, color of oc- 
cupants, number of rooms, persons per room, condition, rent or value, and 
facilities. Detailed breakdowns have been made tor state and county, and for 
many of our cities, for each block. 


INCOME 


rgone 1950 Census of Population went into more detail with one-fifth of our 
| people, and asked questions about personal money income. The reports 
give a detailed breakdown of this income distribution by state, region, county, 
and even for cities with more than 10,000 people. More current income in- 
formation is published in the Federal Reserve Bulletin, and in the annual 
surveys of consumer finances reported in the annual census survey each spring 
of income distribution in the United States. Of course, the Treasury reports 
the results of its income tax returns, although these data are very slow in being 
released. The best source of national income figures is the monthly Survey of 
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pHOTOSTAT CORPORATION 


Whenever you see this symbol... . 
on the apparatus used to make your 
photocopies or on the paper or chem- 
icals used in that apparatus . . . you 
have complete assurance of constant 
quality and economy and complete 
satisfaction. 

Whether you own your own pho- 
tocopying equipment or purchase 
photocopies from those equipped to 
care for your needs commercially, 
this symbol is your protection. 


PHOTOSTAT is the trademark 


e@eeeoeveeevee eee ee eeee eee 


of PHOTOSTAT CORPORATION 





f t, 
pair 
dae I 


RK 
gocwester, NEW YO 


GRAPHIC 
nm EQUIPMENT 
APPARATUS 
ACCESSORIES 
PAPER 
DEVELOP ER 
FIXER 





It enables photocopyists or your 
own photocopy department to serve 
you best. It is your assurance that 
you have just the right type and size 
of apparatus and materials. Trained 
representatives, from coast to coast, 
are at your call for advice and 
service. 

Write us, without obligation, 
regarding your own photocopy re- 
quirements. Your inquiry will have 
prompt and interested attention. 


PHOTOSTAT 
CORPORATION 


301 State Street, Rochester 14, New York 
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Current Business, published by the Office of 


partment of Commerce. 


How to keep current 

This is a brief introduction to a 
guide to government statistics. They are 
part of your tools in predicting the fu- 
ture and determining present action. 
You must know what is available, and 
be able to lay your hands on the 
figures you need. 

Keeping in touch with what is avail- 
able is not too difficult nor time con- 
suming, if you do it with a system. If 
any of the regular periodicals contain 
materials that are particularly applic- 
able to your business, get a subscription. 
Some are very specific. For example, if 
you are in the plastics business, you are 
pretty sure to get valuable information 
regularly in Facts for Industry, Series 
6-10, issued monthly at 50¢ a year. If 
you are interested in the farm market 
agricultural production, you 
ought to send another 50¢ for a sub- 
scription to the monthy Agricultural 
Situation, which “contains statistics and 
general information regarding crops 
and other agricultural products and in- 
cludes brief summaries of economic 
conditions.” There are others, of course, 
in other specialized fields, and most of 
them also carry references to special 
publications in related fields. 

To keep an additional eye on what 
is being released, you might get, at $3 
a year, the Monthly Catalog of United 
States Government Publications. This 
is the most complete list of what the 
government issues, whether for sale, for 
free distribution or for official use. A 
free circular, Selected United States 
Government Publications, issued every 


or in 


3usiness Economics of the De- 


other week, lists the most popular pub- 
lications that can be bought. While it 
is easier to read, you may very well miss 
very specialized releases, if you rely on 
this alone. The Department of Com- 
merce issues two publications of interest 
to business men wanting to keep up 
with things. Business Service Checklist, 
published weekly at $1.25 a year, lists 
all Department press releases and publi- 
cations, plus some from other aget.cies. 
Its Monthly Survey of Current Business 
at $3.25 a year, is a more general maga 
zine for business, and includes a weekly 
supplement. 

Obtaining specific information 

When you need the answer to a par- 
ticular question, you can’t alwevs rely 
on these current periodicals. The Statis 
tical Abstract should usually be you 
starting point. While it is packed full 
of facts and figures, it is not, of course, 
complete, but if it does not give you 
just the figures you need, it should 
guide you to the agency which is most 
likely to have worked along the lines 
in which you are concerned. Since many 
libraries have been named official de- 
positories, you may find what you 
want there. If not, write directly to that 
agency, going into full detail regarding 
your requirements. You will find most 
agencies anxious to help, to see that 
ereatest use is made of their work. 

If the data have been published, you 
will be given a copy of the report, or at 
least told where you can get a copy. But 
even if, for some reason, the specific in- 
formation you ask for has not been re- 
leased, it is quite possible that you can 
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obtain it. It takes a fairly long time to 
get material, even after it is edited and 
compiled, through the Government 
Printing Office, and some data are not 
considered of sufficient interest to war- 
rant general publication. However, if 
you need it, and are willing to pay the 
costs of compilation, you can almost 
always get it. It may be as simple as 
making a photostat of a work-sheet, or 
an extra copy of a manuscript typed. 
But on the other hand, it may involve a 
complete new tabulation, using the 
original punched cards on which the 
data were recorded. 


Sampling techniques now used 


Arrangements are quite flexible, and 
can be worked out jointly. One restric- 
tion, however, always pertains, and that 
is that you can never get information 
about an individual, person, or com- 
pany. All data collected by government 
agencies must, by law, be kept confi- 
dential. In order to effect economies 
and prevent expensive and annoying 
overlapping, data may be passed from 
one agency to another, but its inviola- 
bility is always preserved. Thus you will 
never have access to the original records. 

This requirement is, indirectly, lead- 
ing to certain restrictions on the statis- 
tics that are being released. Sampling 
is becoming a more important tech- 
nique, replacing complete counts in 
many surveys. Properly done, it is pos- 
sible to obtain a result whose accuracy 
is known precisely. This sampling pro- 
cedure is usually a more rapid process 
and a less expensive one, both valuable 
characteristics. It is thus very useful 
for broad surveys, but when you start 
to make detailed breakdowns, analyz- 
ing a sample according to various cate- 
gories, you find that you may have so 
few representatives in a particular sub- 
group that your figures are entirely un- 
reliable. In addition, you may be in 
danger of revealing private figures 
about a single firm. As a result, detailed 
figures are not as easily available from 
the government as they used to be. 

There are many who believe that this 
is as it should be, that specific data 
needed by a specific company or indus- 
try should be the responsibility of that 
company or industry, and should not 
be paid for out of the general appropri- 
ations. Yet if the general welfare de- 
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high-speed, low-cost accounting on one machine! 
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Here’s a low-cost machine that handles 
all your accounting. Underwood Sund- 
strand, with its 10-key touch-operated 
keyboard, gives you accurate, up-to-the- 
minute accounting control because it per- 
forms so many functions automatically! 

When applied to your business, Under- 
wood Sundstrand will speed your record- 
keeping. . .put an end to costly errors... 
do away with overtime... and lower ac- 
counting costs. Result: real savings in 
time and money! For full information, 
call your nearby Underwood Office or 
write Underwood Corporation, One Park 


Avenue, New York 16, N. Y. 


Underwood Sundstrand’s famous keyboard with only 10 numeral keys 
is easy to learn, eliminates “headswing’’ fatigue. Operators turn out 
work faster and with greater accuracy. 
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ONE PARK AVENUE, NEW YORK 16, N.Y. 
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Four great companies show how 


revolutionary Copyflex one-writing 


-PURCHASING-RECEIVING 


may \ 
Gillette Safety Razor Company uses Copyfiex 


to simplify purchasing-receiving perwork. 
Receiving data is added onto a translucent copy 
of the purchase order, then Copyflex copies serve 
as receiving reports. No costly rewriting of basic 
order information, no manual copying errors. 






ae : a 
National Gypsum Company uses Copyfiex to pro- 


duce accounting and cost information reports 
directly from written work sheets. Elimination of 
manual transcription speeds processing of im- 
portant information, saves thousands of dollars 
annually in clerical costs. 








ORDER-INVOICE | 


Chicago Printed String Company uses Copyfiex 
to reproduce the factory order, packing slip, 
shipping label, commission copy, and customer 
invoice directly from the salesman’s written 
order. This has freed two people for other work, 
eliminated costly copying errors, provided faster 
processing of orders. 








PRODUCTION CONTROL fe 
9 x oad »* 


The Oliver Corporation uses Copyfiex to speed 
and simplify production control paperwork. 
Process cards are typed directly on film originals. 
Variable information is added or changed as 
required. Copyflex copies serve as material 
travelers, material requisitions, and other pro- 
duction control records. 








method can help you... 








Desk top Model 100 Copyflex copies orig- 
inals 11 inches wide by any length. Makes 
up to 300 copies of different letter-size 
originals per hour. Only $498.50. Other 
models available to copy originals up to 
46 inches wide. 


ELIMINATE A MAJOR COST OF 
DAY-TO-DAY BUSINESS OPERATIONS! 


Everywhere, progressive firms like those described here are simplifying and 
speeding business operations with the revolutionary one-writing method made 
possible by modern Copyflex copying machines. You surely can, too! 


With Copyflex, you write basic information only once—the entire series 


of varied copies needed to complete any systematized business operation are 
mechanically reproduced from the original. You eliminate the big cost and 
delay for retyping or rewriting constant information from one form to another. 


Copyflex machines are clean, odorless, economical—letter-size copies cost 


less than a penny each for materials. Copyflex will fit readily into your present 
systems. Mail coupon today—it can mean important savings for you. 
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Charles Bruning Company, Inc., Dept. 62-F 
4700 Montrose Ave., Chicago 41, Illinois 
Please send me information on the Copyflex process and machines. 


Copies anything typed, written, 

printed or drawn on ordinary 

translucent paper — in seconds. 
Specialists in Copying Since 1897 Copytlex 


CHARLES BRUNING COMPANY, INC, 4700 MONTROSE AVE., CHICAGO 41, ILL. 
In Canada: Charles Bruning Company (Canada) Ltd., 105 Church St., Toronto 1, Ont. 
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pends upon the welfare of the con- 
stituent parts of our society, where can 
we draw the line? In addition, it is 
usually less expensive to extend the 
surveys needed by the government to 
include this additional specialized in- 
formation, than to have another fact- 
gathering agency start from. scratch. 
Chis is a matter of policy, and policy 
for government agencies is determined 
by the Congress, both by the laws it 
passes and the money it appropriates. 
Right now, the trend is towards lower- 
ing costs, implying more sampling. 


End products of value 


The end products of the government 
statistical procedures are of value, but 
we mustn’t overlook the materials used 
by the government. These, too, are 
frequently of value, especially in con- 
ducting your own surveys and statistical 
work. Suppose you took a census tract 
map of a city, which gives family in- 
come and population in quite small 
areas, and on it you plot your sales. 
Wouldn’t this be very useful in analyz- 
ing your own coverage of the market? 
Would it be indicative if you added to 
this map such salient facts as the type of 
housing, or the educational level? Many 
firms, according to Hauser and Leon- 
ard, have actually found this to be an 
exceedingly valuable analytical device. 

Some of the preliminary data at the 
Census Bureau, and at some of the 
other agencies as well, are of special 
value in setting up a good sample for 
your own surveys. You can buy data 
and maps at a comparatively low price. 
Some of the materials you need have 
been published, others can be obtained 
in tabulated lists, while in some sub- 
jects you can get actual punch cards, 
ready to fit right into your own tabu- 
lating processes. In cities of 50,000 or 
more, this data goes right down to the 
block level. Maps, of both rural areas 
and metropolitan communities, have 
been prepared from time to time, and 
these, too, are indispensable in setting 
up a sampling plan. 

Here you have either a maze or a 
veritable treasury. The facts are there 
for you to use. If used to advantage, 
they are bound to please you, not only 
with the final results, but with the 
final cost sheet. These are your statis- 
tics. Whether you use them or not, you 
have helped pay for them. m/m 
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Does it pay to insure against 
EXECUTIVE DISABILITY ? 


ques When jim Darby, 
young sales executive of the XYZ Cor- 
poration, broke his hip in a skiing acci- 
dent last winter, he presented manage- 
ment with a tough decision. The doctors 
agreed that Darby would be on his 
back for at least six months, a period 
too long for his duties to go unattended. 

Of course, they could have told Darby 
to forget about coming back, but this 
wouldn't be typical of the corporation’s 
policy. And in today’s picture, it’s a rare 
employer who would take this position. 

The alternative course was chosen. It 
meant taking care of a rather large hos- 
pital bill, and using a temporary re- 
placement to fill Darby’s shoes until he 
returned. Without insurance, the total 
cost to the corporation for this broken 
hip could be somewhere between $5,000 
and $10,000. 

But Darby works for a big corpora- 
tion. Even though he wasn’t covered by 
insurance, the loss didn’t threaten the 
existence of the company. Not so in 
the case of Bob Small, partner in the 
firm of Small & Little, a new and still 
under capitalized manufacturing com- 
pany. Small suffered a similar disabling 
fracture at the same time Darby had 
his ski fall. 

Small had operated as the master 
salesman. He was the outside man who 
had to bring home the orders to keep 
the machines going. Without his serv- 
ices for six months, the small company 


ADVANTAGES OF A. 
EXECUTIVE 


DISABILITY 


INSURANCE 
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by Paul Brower, Director of 


Advanced Underwriting Mutual of New York 


could easily have slipped into oblivion. 
A top notch replacement was hired to 
take his place. Small had to pay his 
hospital bill, and he needed money to 
support his family. ‘These expenses put 
a sizeable puncture into the small oper- 
ating .cash fund of the business. So 
much so, that without any slowdown in 


Disability insurance pre- 
miums are now tax de- 
ductible under a new law 
which gives employers 


substantial deductions, 


even though employees 


own the policy 


the rate of orders, the existence of the 
business was threatened. 

In both of these cases, there was a 
better solution. It was available through 
a disability and wage continuation plan 
for employees. Like any other insur- 
ance plan, a premium is paid, and in 
case of accident or sickness, the insur- 
ance company pays according to the 
terms of the policy. Let’s examine the 
plan, the new law which makes it a 


Premiums paid are deductible as a business expense. 
B. Proceeds up to $100 per week are usually tax free to employee. 


Cc. Reserves and profits are protected as there will not be salary payments 
without value received. 


Dp. Cost of salary continuance is known in advance. 


bargain, and how it might apply to all 
businesses, small and large. 


The new law 


Under the current tax law (Section 
104-106, 1954, I.R.C.) an employer can 
set up a wage continuation plan for 
one or all employees, and deduct the 
premium. Treatment is similar for 
medical expense or reimbursement poli- 
cies. In addition, the employee does not 
have to include these premiums as tax- 
able income, even though he owns the 
contract and its benefits. 

As far as benefits are concerned, the 
law exempts up to $100 per week of 
income under disability income plans 
when payable because of an accident. 
If the plan is payable because of sick- 
ness, all weekly wage payments up to 
$100 are excludable. Payment for the 
first seven days is reportable unless the 
employee is hospitalized for one day 
any time during the illness. 

The plan may be set up for a corpor- 
ation, partnership, or sole proprietor- 
ship. The premiums are tax deductible 
when the holder of the policy is an em- 
ployee and the premium is paid for by 
the employer. In cases where partners 
or sole proprietors insure themselves, 
the premiums are not deductible. 


The Darby case 


How would the XYZ Corporation 
and its star young executive, Jim Darby 
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THET RUDD-MELIKIAN 
COFFEE DISPENSER’LL 
GIVE ‘EM A QUICK 

LIFT, WITH DEE-LISHUS 
KWIK-KAFE’ COFFEE” 




















Convenient Rudd-Melikian coffee dispensers 
are a valuable production tool. Efficiency goes 
up, accident rates go down. Delicious, 100% 
pure Kwik-Kafé finds favor with employees— 
helps them keep alert on the job in offices or 
plants of every size. Hot chocolate and a 
variety of other beverages available. 


# — en NY See = 
| RUDD-MELIKIAN, INC. ; 
| Hatboro, Pa. ei 
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| to contro! the coffee-break with R-M dispensers. ] 
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STEEL 


Jones & Laughlin 
STEEL CORPORATION 


UNION OIL COMPANY 


These company names are symbols of industrial greatness, efficiency in management. 
Today in their offices automation pi codecs is at work. These and hundreds of other 
businesses, large and small, have adopted Monro-Matic desk calculators. 

The new Monro-Matic Duplex Calculat gives split-second answers to several 

problems simultaneously, actually adds as Yt multiplies or divides, while controlling itself. 
Thus figure-work time, costs and operatbr effort are measurably reduced. To see how this 

applies to your business get in touch with Monroe Calculating Machine Company, Inc. 
General offices: Orange, New Jersey. Offices throughout the world. 


See the MAN from MONROE 


for CALCULATING * ADDING - ACCOUNTING + DATA PROCESSING MACHINES 
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Tax Consequences—Accident & Sickness 
Contracts (Business & Personal) 


1954 1. R: C. (Sec. 104-106; 213) 
Taxability 


Deductibility of Proceeds 
of Premiums To Individual 


Type of Coverage Premiums Premiums 
Paid By: Paid By: 
Individual Individual 
Employer® Employer* 


Medical Expense YES? YES* NO* NO‘ 


Weekly Income NO Yes? NO NO® 





. 3 
Loss of Life NO YES NO NO 
. 3 oy ’ 

Loss of eye or limb NO YES NO NO 

1Premiums paid by employer not income to employee 

2As medical expense deduction. 

8As ordinary and necessary business deduction. Ap- 
plies to premiums paid by employer on group or indi- 
vidual policies. 

4Except amount attributable to (and not in excess of) 
deduction allowed as medical expense in a prior year. 

5Maximum non-texable amount $100 per week. In 
case of sickness, first week's benefit is non-taxable only 
if insured was hospitalized for at least 1 day at any 


time during period of sickness. 








have profited from this plan? Darby is 
married and has no children. He is 
earning at the rate of $8,000 per vear. 
He pays about $1,250 in income tax, 
leaving him a net income of $6,750. 

Collecting benefits from his salary 
continuation plan (which in the usual 
case provides $400 a month), he would 
receive approximately $4,800 per year. 
This would compare favorably, since he 
does not have the expense of transpor- 
tation, lunches, and other non-deducti- 
ble costs attendent to carrying out his 
job. The corporation, under the same 
plan, would free itself of an $8,000 an- 
nual obligation for the net cost of the 
premium. Consequently, the cost of 
providing an adequate replacement be- 
comes nominal. 

Assume that the president of the XYZ 
Corporation who is in the 50°% bracket 
suffered the ski accident. The corpora- 
tion is in the 30°% bracket. For the 
president to provide himself with $200 
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to pay the policy premium, he would 
need a $400 salary increase. This would 
mean a net cost to the firm of $280. 
However, if the corporation provided 
the policy and paid the premium, the 
net cost would be only $140. 

A plan to provide more than $100 
weekly compensation is relatively in- 
expensive. The taxable income to the 
disabled employee would be only in the 
amount above the $100 per week. The 
tax would be proportionately higher 
as this amount rises. However, for the 
first $50 or $100, the tax would be 
small, especially if the employee has 
several personal exemptions. 


The Small case 


What about Bob Small? The bene- 
fits he would derive from a salary con- 
tinuation plan could probably mean 
the difference between business success 
and failure. Even though his premium 
is not deductible, he would hope to 
receive $100 a week under the same 
terms as described above. This com- 
pares favorably with the $7,500 salary 
he was drawing from the business. His 
partner would now be able to use this 
$7,500 to recruit an adequate sales re- 
placement for him. 


Sole proprietorship 


In general, the same conditions apply 
to a sole proprietorship, although the 
need for insurance is even more acute. 
Often, in this situation, there is no 
employee capable of carrying on the 
business. However, if there are one or 
* to be cov- 
ered, the same tax benefitting plan is 
available. 


more “trusted employees,’ 


‘The value of protection against dis- 
ability or sickness is obvious. Each of 
us is aware that we cannot escape mis- 
fortune. The ultimate decision, of 
course, rests with the individual busi- 
nessman and his personal equation of 
cost against protection. 

However, a good way for an em- 
ployer to check the dollar and cents 
value of establishing such a plan—if 
he doesn’t already have one—is to check 
his payrolls for the past year or two. 
In many instances he would be su 
prised to learn how much it has cost 
him and his firm to make voluntary 
payments to disabled employees on a 
casual basis. m/m 
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Big’ saving S in imprinting 


labels & packages— 


...with Pitney-Bowes Tickometer 


Thousands of companies have reduced their 
inventories of pre-printed labels, cut printing costs, 
avoided waste — with the Pitney-Bowes Tickometer. 

On product labels, the Tickometer can imprint 
codes, sizes, dates, flavors, weights, specifications, 
as needed for current production. It prints up to 
1,000 pieces a minute, feeds and stacks automatically. 
Its printing area is 2%" x %". It handles sizes 
as small as1”x 2”, as large as 8" x 5". 

The Tickometer offers unlimited applications 
for marking, coding, cancelling paper forms, 
tickets, tags, coupons, checks, etc. And it counts so 
accurately that banks use it to count currency. 


...with PB’s New Package Imprinter 





Now, you can print packages and cartons only 
as needed currently, eliminate costly inventories, 
and prevent waste of pre-printed material. 

This new Package Imprinter offers big savings, 
increased efficiency in high quality imprinting of 
cartons, bags, envelopes, containers — at speeds up 
to 7,500 pieces an hour. Will also imprint dealer 
advertising literature. Its printing area is 4” x 18”. 
Uses rubber mats or metal type from 6 pt. up; and 
it takes sizes from 2%" x 2%" up to 18” x 18” 
and thicknesses from .010” to 3/16”. Liquid ink 
needs no mixing, dries instantly. The register is 
accurate. Has large capacity, and power stacker. 
Easily adjustable without tools, and can be 
operated by anybody. Saves time and money in 
any packaging operation. 


Automatically imprints 
at speeds up to 7,500 items an hour. 


Imprinter, call any Pitney-Bowes office. Or send coupon Stansted Chan. 
for free illustrated booklets and helpful case studies. 


(| Send free Tickometer booklet & case studies 


: ? } ? Pitney-Bowes, Inc. 
For a demonstration of either the Tickometer or Package i 4541 Walnut Street 


Name 


Pit ney- B Owe S, Inc e | | Send free Package Imprinter folder & case studies 





Made by the originators of the postage meter 
... Offices in 94 cities in U.S. and Canada E Address 
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Clear Your Desk For Action 


CURMANCO 
LETTER T 


7) 
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Saves time . . . Invites action. Clears 
your desk. Handles, sorts, classifies, 
distributes work. Electrically welded in 
one piece. Olive Green, Brown, Gray, 
Mist Green. 

x LETTER SIZE $7.50 
% LEGAL SIZE re 
F.O.B. Factory. Two or more 
prepaid in U. S. A. 


CURRIER MFG. CO. 
SAINT PAUL 8, MINNESOTA 
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LEARN TO APPLY 


ELECTRONIC COMPUTERS 


Electronic Computers are processing 
more and more accounting func- 
tions daily. New Systems and Pro- 
cedures are required. Are you pre- 
pared to gain from the opportuni- 
ties offered in this new field? 


BUSINESS ELECTRONICS 


can help you prepare with a Home 
Study Course designed to teach 
PROGRAMMING FOR BUSINESS 
COMPUTERS. BE's workshop meth- 
od gives you practical experience 
in programming business problems 
such as Payrolls, Accounts Receiv- 
able, Inventory, etc. 


Write today for free details. 


BUSINESS ELECTRONICS INC. 


Division of Education 


Box 3330 Rincon Annex 


San Francisco, Calif. 
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Four-part form helps evaluate 


advertising media 
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ABOVE: The four parts of the interleaved 
form used in the follow-up system. The 
gummed label is illustrated in the photo- 
graph. BELOW: The two copies sent to 
the dealer and the copy retained in Ro- 
chester by the company. 


Inquiry follow-up system 


insures prompt dealer force action 


‘1 An easy-to-operate fol- 
low-up system simplifies procedure in 
handling leads for Eastman Kodak’s 
copying machine. It also helps to speed 
information replies from the dealer, 
and to evaluate the effect of various 
advertising media. 

‘The system is based on a compact 
four-part carbon interleaved form. The 
first page is a gummed label which is 
literature to the 
prospect. The second part is retained 
by Kodak’s Sales Copies 
three and four are mailed to the dealer 


used to send _ sales 


Division. 
from whose area the inquiry came. 


How the form functions 


All inquiries from prospective cus- 
tomers for equipment are first sorted 
alphabetically by city, and delivered to 
the Business Photo Methods Sales Divi- 
sion. The inquiries are then coded with 
the zone number indicating the terri- 
tory served by Kodak dealers. If more 
than one dealer serves a particular zone, 
the leads are divided equally. A run- 
ning record of the number of leads sent 
to each dealer is maintained. 


Code information used 


The zone number and other code in- 
formation is placed in the appropriate 
boxes near the top of the first sheet of 
the form. Other data entered here are 
the dealer number; the lead number in- 
dicating the number of leads passed on 
to that particular dealer that year; the 
month in which he received the par- 
ticular lead; the source of the lead, in- 
dicating which magazine produced it. 
resulting direct mail 
campaigns, editorial material in busi- 


Leads from 


ness publications, postcard or letter- 


head inquiries, and business equipment 
shows are also coded. 


Demonstration requests 


If a demonstration has been re- 
quested by the prospect in mailing his 
coupon, the form is so marked opposite 
the words, “Demonstration Requested” 
which does not appear on part one. 

A date typed on part one of the form 
appears on copies three and four at the 
end of the line which reads, ‘Please 
fill out and return by.” This date, usu- 
ally 60 days from the actual date, in- 
dicates the time by which the company 
would like a report from the dealer on 
results of the lead. 

Copies three and four contain space 
to indicate the number of calls made, 
whether a was made, 
call-back date, type of equipment sold 
or rented, the reason why if no sale, 
salesman’s name and date sales work 
completed. 


demonstration 


Analyzing results 


After completing part four, the dealer 
merely drops the self-addressed card in 
the mail. The returned card is matched 
up with the file copy retained at head- 
quarters. Both copies are then sent to 
the company’s advertising and market 
research departments. 

Here they form the basis for analysis 
as to pulling power of the various 
magazines in which ads are placed, sales 
potential of various territories, and 
other related Since the 
leads sent each dealer are filed sepa- 
rately, the number remaining in a deal- 
er’s file, when compared with the num- 
ber sent, also provide some idea as to 
how well leads are being followed. m/m 


information. 
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BOOKS FOR MANAGEMENT 


reports 





The Psychology of Industrial Conflict 
This book presents-an entirely new ap- 
proach to the understanding of indus- 
trial controversy. It offers an analysis of 
why workers join unions, why execu- 
tives follow certain policies in labor 
relations, leadership in unions and 
management, tactics, strike phenomena, 
and labor management cooperation—in 
terms of the behavior of the individual. 
It is not a guide to labor-relations. It 
offers no cut and dried solutions. At 
the same time, it does provide a new 
way of looking at issues that can be of 
considerable practical help in formu- 
lating policy. It brings together all the 
relevant material on the psychological 
factors involved, formulates general 
principles, and demonstrates their use- 
fulness with actual examples. 

ROSS STAGNER, John Wiley & Sons, Inc., 
440 Fourth Ave., N. Y. 16, N. Y. $4.00. 


Effective Communication on the Job 


Communication has been called “Man- 
agement’s No. 1 Problem.’’ One esti- 
mate places 80% of supervisory time in 
this activity. This volume, written by 
22 experts, is designed to strike at the 
heart of the communications problem. 
It draws from the actual experience of 
many leading business firms. 

Edited by JOSEPH DOOHER, American 
Management Association, 1515 Broad- 
way, New York 36, N.Y. 294 Pages. 
$5.50 and $4.50 to AMA members. 


Pre-Severance Benefits in Deferred 
Profit Sharing 

The firm with the deferred profit 
sharing plan should be interested in 
the detailed discussion of the pre-sever- 
ance benefits in this book. The two 
chief benefits, withdrawal, and loan, 
are set up to meet the emergency fund 
needs of the employee, and provide the 
plan with practical flexibility. 

J. J. JEHRING, Research Foundation, 
Evanston, Ill. 89 pages. $3.00. 
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CLEAR TO THE LAST MAN When M & V carbon makes the 
copies, even the last man on the list can read his with ease. © SILK SPUN, 

M & M, TAGGER, and PLENTY COPY — these are M & V’s matchless carbons 

and their matching ribbons, the big four designed to do the big job. e And 

when you order them from your stationer, seventy-five years of specialized 


know-how is your guarantee that M & V copies will always be... clear to the last man. 


Tem nc 











MITTAG & VOLGER, INC. « PARK RIOGE, N. J. * TELEPHONE: PARK RIDGE 6-0001 
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Mr. Halliwell and Robert Mason of Du Pont discuss needle-sharp reproductions of blue- 
prints on “Photo-Writ” W.... extra-thin copies cut mailing costs and storage space. 


Chief Draftsman Harry Halliwe// tel/s ... 


How SKF Industries, Inc., reproduces drawings perfectly 
and saves money, too...with Du Pont ‘‘Photo-Writ” W 


SKF Industries, Inc., manufacturers of ball 
and roller bearings, has five plants where it 
makes anti-friction products. Because the 
Sales Engineering Division maintains all 
blueprint files in their Philadelphia home 
office and distributes photocopies to all 
plants, the photocopy section is the heart 
of their design distribution program. 


Chief Draftsman Harry Halliwell of SKF 
Ind::stries, Inc., says, ““Obviously our first 
requirement is clear, sharp reproduction. 
Du Pont ‘Photo-Writ’ W gives it to us... 
and then some. ‘Photo-Writ’ photocopy 
paper Type W is the strongest paper 
we've founcl. Its ruggedness prolongs the 
effective life of our prints, even under con- 
tinuous rolling, folding and handling. 


***Photo-Writ’ W helps us, too, in mak- 
ing multiple copies. Because it’s trans- 
lucent, we use a master positive as an in- 
termediate, saving us a recopying job on 
every print. And, its fast drying speeds up 
processing. 


“Using ‘Photo-Writ? W = actually re- 
duced the cost of our operation,” contin- 
ues Mr. Halliwell. ‘““The processing econo- 
mies were only the beginning. We have 
thousands of drawings which must be filed 





DU PONT N2420.17 
PHOTOGRAPHIC 
PRODUCTS Name 


Firm 
Title 


= Street 
BETTER THINGS FOR BETTER City 
LIVING... THROUGH CHEMISTRY 











Wilmington 98, Delaware 


Please send me the free booklet “Du Pont Photographic 
Reproduction Papers.” 


for ready reference. Because‘ Photo-Writ W 
is extra-thin, we can file 400 prints in the 
same book that used to hold 200. Result: 
file space is cut 50%, and costs are lower. 
And another thing, “‘Photo-Writ’ W is the 
lightest paper we know of. Result: mailing 


y 99 


costs cut 50%. 


“Photo-Writ”” W can give your firm the 
same advantages it gives SKF. Mail the 
coupon for our free how-to-do-it booklet 
on all Du Pont Photocopy Papers. Send 
for it today. 





Printer uses Du Pont “‘Photo-Writ’” W to make 
copies from a master positive. 
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How to recruit and train 


Combined program boosts one company’s sales 25% 


If one man’s success 
sets a rule, then there is a guaranteed 
formula for increasing sales. ‘Vhis for- 
mula, for a manutacturer who in- 
creased his sales by more than 25% in 
three months, was simply “a controlled 
mixture of good recruiting and train 
ing techniques.” 

he products of Orchard Bros., Inc., 
manufacturers of Alumaroll metal roll- 
up awnings, are marketed through an 
organization of franchise dealers and 
distributors. “I'wo obstacles prevented 
the company from the sales growth they 
thought possible. First, the independ- 
ent dealers couldn’t find enough good 
salesmen or recruits willing to assume 
the unglamorous functions of door-to- 
door selling; and, secondly, they had 
no system to properly train salesmen. 

A survey revealed that most of the 
company’s dealers could provide only 
the barest training. It usually consisted 
of filling out an order blank, price list 
reading, and a quick look at a piece of 
sales literature. The dealers also had no 


real method of determining the suita- 
bility of each sales recruit. 

What made the problem even more 
critical was the unique position of the 
aluminum awning industry. It was vir- 
tually unknown before World War II, 
and had grown to a $25 million busi- 
ness by 1948. By 1954, production was 
up to $100 million, and in 1955 that 
figure was doubled. During this whole 
period, the quantity of salesmen had 
remained practically at the 1948 level. 


Investing in a program 


The natural solution was to evolve 
a comprehensive and __ intelligently 
drawn recruiting program, and a train- 
ing program to turn these recruits into 
top notch performers. These objectives 
were fine, but a program to meet these 
necessities meant a prohibitive cost of 
$100,000 to a firm that grossed only two 
and a half million dollars per year. The 
decision to go ahead represented, and 
still represents, a major gamble to the 


growing company. 


Sales trainee (right) “talks back” to filmed customer on table-top screen (left). 
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salesmen 


in three months 


Io establish a recruiting program, 
Science Research Associates of Chicago 
was engaged. Their job was broken 
down into two major areas: 

1. ‘lo develop methods to help deal- 
ers and distributors to a more effective 
job of recruiting salesmen. 

2. To develop methods of assessing 
the sales aptitude and trainability of 
the new recruits before they were hired. 

SRA first set out to find out 
a successful Alumaroll salesman looked 
like, what he did, what abilities were 
required to be successful, and what con- 


what 


ditions he worked under. A_psycholo- 


gist interviewed dealers, distributors, 
and salesmen. He went through the 
awning assembly plant, sat in on sales 
meetings, and listened to the salesmen 
practice their presentations. He even 
visited customers who had_ purchased 
awnings from Alumaroll. 

A five page sales application blank 
was developed from the research ma- 
terial. Two standardized tests of per- 
sonality and temperament, plus a stand- 
ardized test of mental alertness, were 
also selected. The three tests and the 
application blank were then mailed to 
dealers and distributors, accompanied 
by detailed instructions for administer- 
ing them to their own sales staff. 

More than one hundred salesmen 
were tested, and then scored and ana- 
lyzed by the research staff. Score values 
were derived which differentiated high 
volume salesmen and low volume sales- 
men. The same procedure was followed 
for information contained in the ap- 
plication blank. 

As a result of this analysis, a seven 
part sales aptitude test and a mental 
alertness test were constructed. ‘These 
became the standard screening forms. 

Information revealed by the survey 
was also used in a recruitment booklet. 


It contains a short aptitude quiz which 
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“World’s largest wholesale distributors 
of drug, chemical and liquor products.” 





“ Stational Accounting Machines save us $150,000 
per year...return 50% of their cost annually.’’ 


—McKESSON & ROBBINS, INCORPORATED 


“We operate a vast and highly intricate net- 
work of over 100 wholesale divisions from 
coast to coast and in Hawaii. The complex- 
ity of this operation demands extraordinary 
efficiency in planning, organization and ad- 
ministration. That is why we have com- 
pletely mechanized our accounting depart- 
ments throughout the country with National 
Accounting Machines. Nationals save us 
$150,000 per year... return 50% of their 
cost annually. 

“We use our Nationals to control and pro- 
cess all accounts payable detail . . . post gen- 
eral ledgers and other subsidiary records 


. .. prepare all payroll and general disburse- 
ment checks. 

“In addition to the substantial cash sav- 
ings it produces, we are impressed with the 
ease and simplicity with which the National 
equipment operates in doing a wide variety 
of highly complex and demanding account- 


ing jobs.” 


Comptroller, McKesson & Robbins, Inc. 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 


989 OFFICES IN 94 COUNTRIES 
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In your business, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit. 
Your nearby National man will 
gladly show how much you can 
save and why your operators 
will be happier. (See yellow pages 
of your phone book, or write to 
us at Dayton 9, Ohio.) 





* TRADE MARK REG. U.S. PAT. OFF. 


ACCOUNTING MACHINES 
ADDING MACHINES « CASH REGISTERS 












HOW TO 
BE A HERO 
TO YOUR 
\ SECRETARY 


Correct, comfortable seating is one of the best morale builders you 
can get for your secretary—and for your whole office, for that 
matter. Perfect example of this type of seating is the Harter E-15R 
posture chair. Precise handwheel adjustments fit the chair to 

the individual. Deep, molded foam rubber gives cool comfort all 
day long. Curved-to-fit backrest is likewise cushioned 
with foam rubber. Design is clean and uncluttered. 
There are no sharp edges to catch dirt or snag nylons. 
Finishes and upholsteries are the finest and 
come in colors to go with any office. Fine 
welded steel construction makes Harter pos- 
ture chairs an outstanding business investment. 
Write for informative booklet, 
“Posture Seating Makes Sense,” 
which shows both executive and 
stenographic posture chairs. We'll 
send you the name of your nearest 
Harter dealer. 


Harter Corporation 
606 Prairie St., Sturgis, Michigan 
In Canada: Harter Metal Furniture, Ltd., 
Guelph, Ontario 






HARTER 
MODEL _E-15R 


POSTURE 
CHAIRS 





HARTER 


STURGIS, MICHIGA 
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can be quickly scored, a description ol 
the average Alumaroll salesman, The 
sales hiring and training program is 
described, and the applicant is told 
how he'll be helped to become a suc- 
cessful salesman. 

A manual was finally prepared de- 
scribing successful recruiting methods. 
It includes five sample advertisements 
to attract sales recruits and instructions 
on how to administer, score, and inter- 
pret the screening instruments. 


Profile of a salesman 


The tests established a relationship in 
ratings on over-all sales effectiveness and 
the scores. Those rated high by the su- 
pervisors tended to have higher scores 
in the numerical reasoning test. Per- 
sons having high scores on language 
ability or total mental alertness did not 
tend to be rated high on over-all sales 
ability as a whole. 

Another 
discovered in the preferences of suc- 


interesting difference was 
cessful salesmen as opposed to unsuc- 
cessful salesmen. Seventy-six per cent of 
the successful group preferred commis- 
sion as their basis for pay, 
thirty-four per 
ful group wanted this method of com- 


while only 
cent of the unsuccess- 
pensation. ‘The successful group said 
they wanted to still be selling five years 
from now, and to be making $11,000 
a year. The unsuccessful group had as- 
pirations toward sales management, 
and their salary expectations were more 
modest in scope. 

The personality characteristics of the 
two groups were also different. The 
successful men were capable of con- 
trolling and directing their energy and 
were able to deal with other people in 
an aggressive and persuasive, yet con- 
trolled manner. They were more stable, 
more tolerant of others, and more flex- 
ible with respect to their own goals and 
objectives. They were more easy going 
and less irritable. 

A total of between 30 and 40 factors 
were determined as accurate predicters 
of salesman’s on-the-job behavior. They 
were all incorporated on the test forms 
and application blank. Though the test 
sample was small, these factors point 
unmistakely toward the possibility of 
developing useful, workable, and prac- 
ticable screening procedure which can 
be used at the local level with a degree 
of confidence. 














wo USE 
LOOKING, 
Yd OSCAR YOU 
CAN'T SEE MY 
PAYCHECK 
THROUGH THIS 








PAYCHECK ‘“‘OUTLOOK’”’ 
ENVELOPES 


Eliminate Time and Expense of Ad- 
dressing, also chances for Errors. 
Paycheck “Outlook” Envelopes are 
absolutely opaque. 
Essential when 
wages are paid by 
check. Nothing 
shows but the em- 
ployee’s name. This 
improves personnel 
relations. 












Send for Samples 
and Prices Today 


mee 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd., Chicago 7, Illinois 
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when you need 
\ ~ 4filed paper 
S in a hurry 


— 
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Oxford 
PENDAFLEX* 


HANGING 
FOLDERS 
Desk Drawer File contains 25 Pendaflex 
hanging folders. Changes desk data 
reference from so slow to quick pick! 


PRR RRR RRR RREREREEEES 
g Clip coupon for catalog, name of dealer 


@ Oxford Filing Supply Co., Inc. 
2 6 Clinton Road, Garden City, N. Y. 
BH Name 

7 Address. 
City, State 
Rae eee eee eee 
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Training the salesman 

The problem of transforming the 
new recruits into trained salesmen de- 
manded unusual techniques. The re- 
cruits are employees of the individual 
distributors and dealers. These dealers 
average only 11 employees per unit and 
are spread geographically throughout 
the country. Obviously, these organiza- 
tions have no training facilities or per- 
sonnel capable of conducting a modern 
training program. The solution was 
found in a mechanism which needed 
only the ability to operate a motion 
picture projector to provide adequate 
sales training. 

A series of special films (loop-films) 
was prepared by Seminar Films, Inc. of 
New York. These provide actual sales 
situations and an opportunity for each 
trainee to practice his sales pitch on 
different types of customers. The films 
are continuous loops and are so con- 
structed that the trainee actually talks 
to people on the screen who listen and 
then talk back. 

Three important phases of door-to- 
door selling are stressed in the films. 
The first of these is “getting ac- 
quainted.” An experienced salesman in 
the film shows the trainee how to han- 
dle those important first few minutes 
when he arrives at a customer’s house. 
The trainee sees the salesman looking 
straight at him. He hears the customer’s 
voice, but does not see him. Then the 
tables are turned and, in the second 
film, the trainee sees the customer. The 
role of the salesman is completely left 
out and the trainee is required to talk 
back to the “customer” on the film. 

The section of the program that 
deals with making the presentation and 
closing the sale begins when the experi- 
enced salesman goes through the com- 
plete demonstration of the awning and 
then closes the sale. Again the custom- 
er is not seen, but is heard. When 
the trainee has had a chance to soak 
up the major points of the experienced 
salesman’s presentation, and to observe 
how the props (models, photos, and 
other visuals) are used, the instructor 
switches the circumstances and brings 
on the “customer” again. With this film 
the trainee has to make his own demon- 
stration while the customers on the 
screen listen and ask questions. 

Training becomes more intense in 
the next film. The trainee has to make 
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“We found the 
safe way to cancel 
Invoices ” 
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reports Mr. lan F. Steven, Treasurer-Controller 
Hills-McCanna Company, Chicago, Illinois 


CUMMINS Perforators cancel paid bills 
easier, faster, safer... at lower cost! 


Hills-McCanna Company, like so many other 
leading manufacturers, has found that they 
can have complete confidence in their method 
of canceling invoices . . . and, so can you! 


Cummins Cancelers have proved to be the 
fastest, surest way to cancel invoices... can- 
celing all copies of the invoices and all sup- 
porting papers at one time. 


“You can’t erase a hole.’”’ Cummins’ easy-to- 
read perforations are as much a part of the 
permanent record of paid invoices as the 
paper itself. Dates can’t be changed, or mis- 
takes made. Payment of any invoice more 
than once is virtually eliminated. 


Cummins Cancelers are automatic. The ma- 
chine is speed-tripped when papers are in- 
serted. They are fast enough for the busiest 
operation . . . 20,000 invoices can be canceled 
per hour. Key set selector rings provide fast, 
safe setting. Cummins Cancelers are so 
simple to operate, so foolproof, that any 
clerical help can operate them. Rugged in 
design, they are lightweight for portability. 


Ask Your C.P.A. 


Your C.P.A. is a recognized authority on the 
best in accounting procedures. He’s familiar 
with the advantages of using Cummins In- 
voice Cancelers—ask for his advice the next 
time he’s in. 





But, don’t wait to get the facts about Cum- 
mins Invoice Cancelers . . . and a demonstra- 
tion. Write us today. 


Holes can’t be erased or altered. They 
last as long as the paper they're on! 


Nii 
a IN BUSINESS AND BANKS @ SINCE 1887 
ONCE ta exe, 
HERE ARE FACTS ie) 
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enaaneaonas NB CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corporation 


4740 North Ravenswood Avenue * Chicago 40, Iinois 





Write for this New Booklet ‘Once is Enough" 
giving you facts on proper controls to 
prevent accidental or fraudulent losses. 


SALES AND SERVICE OFFICES IN ALL PRINCIPAL CITIES 


(Circle 720 for more information) 























PICK ANY PRODUCT...REYNOLDS 
& REYNOLDS CAN REDUCE 
ITS RELATED PAPERWORK! 


Whatever your product . . . a Reynolds & 
Reynolds Representative can show you how 
to streamline its related paperwork and re- 
duce office costs. Through everyday experi- 
ence, he has shown hundreds of businesses 
how to... combine several single forms into 
one multiple part set . . . employ the advan- 
tages of No Carbon Required Paper . . . con- 





solidate information to eliminate some forms 
or add a copy to a present form to speed 
transactions in another department... to men- 
tion a few. 
If you feel there’s an office procedure in 
your business that’s not “paying its way”, 
ask a Reynolds & Reynolds Representative 
to call. He will bring you the “know how” 
necessary to expertly analyze your problem 
and suggest the right corrective measures. 
Call your Reynolds & Reynolds representative 
today .. . no obligation! 

OFFICES IN MOST PRINCIPAL CITIES 


THE REYNOLDS & REYNOLDS COMPANY 


LITHOGRAPHERS AND PRINTERS e 


BUSINESS FORMS SINCE 1866 


PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIFORNIA 
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his demonstration to an entirely new 


set of customers. He has to change his 
story around to meet a whole new 
group of questions and objections. 
One of the most important functions 
in door-to-door selling is prospecting for 
new customers. The last group of films 
brings the trainee right to the custom- 
er’s doorstep and, through examples 
and actual practice, teaches him how 
to get his “foot in the door.” In this 
series, the most objectionable kind of 
prospects are interviewed. They offer 
up the most extreme excuses or argu- 
ments, for not talking to a salesman. 


Program results 


Although the new program has been 
in effect less than six months, the sales 
volume has gone 26% over last year’s 
figures. Company officials say that 10°% 
had been expected as the normal annual 
increase, and attribute the other 16°, 
to the effects of the training program. 

Almost 500 training kits have been 
distributed to dealers and distributors, 
about three times as many as expected. 
Each training kit contains a projector, 
films, blank tests, and forms tor evalu- 
ation. They are distributed to the deal- 
ers at a cost of approximately $1,000 
per unit. The dealer is given a quota 
of new salesmen to be trained with the 
equipment, and for every new sales- 
man trained, the company refunds part 
of the cost, until the entire amount is 
refunded. 

A corollary use was found for the 
aptitude and personality tests by many 
dealers. They administered the tests to 
their senior salesmen to determine va- 
lidity, and found that many of the 
salesmen exhibited sales weaknesses. 
The dealers subsequently discussed 
these weaknesses with the men, and re- 
port improved performance. 

Perhaps the most important advan- 
tage is the enthusiastic response of their 
dealers. The company feels that this en- 
thusiasm will be translated into even 
greater sales in the future. m/m 
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ALL-NEW, ALL-PURPOSE COPY MAKER... 


——— puueeteeenien 


 —— 
LL 


E *K 

the right way 
to copy anything 
ee 


The Brand New 
ApEco 


See 
DIAL-A-MATIC 


Now get copies of anything written, 
printed,typed, drawn, photographed or 
blueprinted. All copies made the same 
easy way, right in your own office. 


os 


/ 


Simplest copy control ever... 
it’s the DIAL THAT DOES IT 


It is the one copy maker that fulfills 
all copy requirements for all busi- 
nesses, large or small. It offers hun- 
dreds of money and time saving uses 
$ and is so low cost it pays for itself in 
tyled by 
Cotsen ©, Dini A Qeobibiide less than a year . . . even when less 
than 5 copies a day are needed. It’s 
light weight ...compact,and styled in 
gleaming mirror-finish stainless steel. 


TYYYYS 


3 YY 


*And Here’s Why it’s RIGHT 


It’s Right Because it’s All-Purpose. . .It copies anything without limitations! 
It’s Right Because it’s Fast Copies are ready in less than 30 seconds! 
it’s Right Because it’s Economical Copies cost less than a phone call! 
it’s Right Because it’s Error Proof .. Copiesare photo-exact... legally acceptable! 
It’s Right Because it’s Confidential... Copies are made right in your own office! 


ee. ee ee ee ee eee 


American Photocopy Equipment Co. 
> —— 


| 
i 1920 W. Peterson Avenue 
Have you ead this | Chicago 26, Ill. 


NEW BOOKLET? | | (Dept. MM-66) 


} Mail thi ‘ il Rush me, without obligation, your free booklet 
| ail this air mail postage on new Apeco Dial-A-Matic Auto-Stat copying. 
paid card for your I understand this factual report will show me 


| how I can improve the efficiency of my business 
: FREE BOOK as wel! as increase work output. 


= — 





: 
(CIRCLE 800 FOR MORE INFORMATION) 


Address 
AMERICAN PHOTOCOPY EQUIPMENT CO. City-__________ Zone-—_State 


i In Canada: Apeco of Canada, Ltd. 
Chicago 26, MM. 134 Park Lawn Rd., Toronto, Ont. 








ll: purpose copy maker 


There isn’t an office form or record used by businesses 
—large or small—that can stump this versatile new copy 
maker. Hard to believe? Well...it’s true! Thousands of 
business executives now using the Apeco Dial-A-Matic 
Auto-Stat know: 

“T’S THE RIGHT WAY TO COPY ANYTHING.” 


x 


Now...new FREE BOOKLET tells you how! 


Your free copy of this new booklet pictures 
and describes the revolutionary, new APECO 
Dial-a-matic Auto-Stat; tells how this new 
copying method can be used in -your business 
to cut office paper work, save time, labor, and 
money. This informative, factual report should 
be must reading for you, as well as every 
executive member of your staff. Send for your 
free booklet today! 


FIRST CLASS 


Permit No. 26670 
(Sec. 34.9 P.L. & R.) 
Chicago 26, lil. 


Via Air Mail 


BUSINESS REPLY CARD 
No posi.ge stamp necessary if mailed in the United States 
5c—Postage will be paid by— 


AMERICAN PHOTOCOPY EQUIPMENT CO. 


1920 W. Peterson Ave. 
Chicago 26, Ill. 


TEAR-OUT POSTAGE PAID AIR MAIL CARD! 


SEND FOR YOUR 
4-14 am vole) 4am re)s) WA 
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Executive 


Health 


Medical study reveals that 
one out of two executives is 
likely to have a disease that 


he is unaware of . 


Every 


company can 


afford a 


medical 


department 


ee An examina- 
tion of 600 presumably healthy 
executives revealed that more 
than half—343 of them—had a 
disease they didn’t know about. 
Unless your company has regu- 
lar checkups, it’s likely that half 
your executive staff is unaware of 
the existence of a disease that 
could be a serious threat to the 
executives’ future health. 

The study of a group of 500 
male and 100 female executives 
was made by Dr. Charles Ed- 
ward Thompson and Dr. H. 
Frederick Staack, Jr., both of 
Chicago. The findings, as well 
as the charts shown here, were 
originally reported in the April, 
1956 issue of INDUSTRIAL MEDI- 
CINE AND SURGERY. 

As might have been expected, 
the largest percentage of newly 
discovered ailments were con- 
cerned with the arteries and the 
heart. One out of every six ex- 
ecutives showed an incidence of 
hypertension or arteriosclerotic 


me A complete 
medical department at the cost 
of 50¢ per employee per month 
may sound impossible. But 12 
companies in a New York office 
building have co-operative facili- 
ties which provide all the usual 
services of a regular industrial 
medical department—and at this 
low cost. 

The 12 companies, all tenants 
of 261 Madison Avenue, range 
in size from seven to five hun- 
dred employees. They represent 
a varied cross-section of products 
and services. 

This unusual plan is offered 
by Life Extension Examiners. 
They are responsible for the 
complete installation and opera- 
tion, and the subscribers assume 
no capital investment or outlay. 

If a company of any reason- 
able size indicates an interest in 
a medical department, Life Ex- 
tension investigates the possibil- 
ity of other subscribers within 





Total men examined 

Total women examined 

Men with new diagnoses 

Women with new diagnoses .... 64 % 
Men with confirmed diagnoses . 36.8% 
Women, confirmed diagnosis ... 27 % 
Men with changed diagnoses .. 1.1% 
Women with changed diagnoses 1 % 
Men with diagnosed diseases .. 92.6% 
Men with no diagnosed diseases 7.4% 
Women with diagnosed diseases 92 % 
Women, no diagnosed diseases .§ 8 % 
Average age of males in study 41 
Average age of females in study 40 
Age range of males in study .. 29-63 
Age range of females in study . 31-56 





NEWLY DISCOVERED DISEASE 
IN 500 MALES AND 100 FEMALES 


Hypothyroidism 80—13.3% 


Hypertension 59— 9.8% 
Arteriosclerotic heart 
disease Pega : 6.2% 


Hypercholesterolemia 5.0% 
Diverticulosis of colon 4.7% 
Arthritis (all types) 4.5% 
Hernia 2.8% 
Polycythemia (Hgb. 17 gms.) 11— 1.8% 
Anemia ‘ 4.7% 
. 9— 1.5% 

Tee 1.7% 

Diaphragmatic hernia .. - 1.3% 
Goiter ... rere 1.3% 
Prostatitis Yar ere 1.2% 





the building. To be economi- 
cally sound, a total of at least 
1500 employees must be enrolled 
in the plan. This is an aggregate 
number, of course, and as long 
as this minimum is_ reached, 
even single-employee-offices can 
be covered. 


Services and facilities 


Each office is supervised by 
Life Extension physicians, and 
staffed by a Registered Nurse. 
The department is equipped 
with all the facilities commonly 
found in a basic industrial medi- 
cal office, including: 

1. Medications. 

2. Oxygen unit. 

3. Beds in individual cubicles. 

4, Splints and wheelchair. 

5. Blood pressure equipment. 

6. Scales, heat lamps, etc. 

The following regular services 
are included in the basic fee: 

a) Emergency medical atten- 
tion during business hours. 











COLITHO PLATES 


STREAMLINE SHOP ORDER SYSTEM 


The Minneapolis-Honeywell 
Regulator Company, Appliance 
Controls Division, Gardena, Cali- 
fornia, installed Colitho Offset 
Duplicating Plates to add speed 
and flexibility to its heavy volume 
shop order system. 
Non-variable information is 
typed on the “Parts Fabrication 
Order’’— a preprinted Colitho 
Paper Plate. Variable information 
is written on the master plate for 
the first order. Necessary work 
copies, plus a NEW MASTER are 
made from the first plate. The new 
master, without the variable infor- 
mation, is filed awaiting future 


MINNEAPOLIS 


oneywe 


orders of the same part. The copies 
are sent to the various departments. 
This enables each department to 
use its copy as a record of its own 
production. 

Thus, information basic to all 
departments is reproduced quickly 
and efficiently. All chance of tran- 
scription errors and need for re- 
typing and additional proof-read- 
ing on future orders is eliminated. 
Uniform, original-looking copies 
—in perfect registration and in any 
amount desired—are obtained. 
New preprinted Colitho Plates are 
made from original plates when 
needed. 


This case history demonstrates the economy and efficiency that countless 
businesses now enjoy through the use of Colitho Plates. We have a collec- 
tion of these factual stories which you will find packed with valuable ideas. 
Just use the coupon and you'll receive your copy of the Colitho Idea 


File promptly. 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


COLITHO DIVISION, COLUMBIA RIBBON AND CARBON MFG. CO.), Inc. 
596A Herb Hill Road, Glen Cove, N. Y. 


Okay, rush the Colitho Idea File. 


wl 
' 





Company. 





Address. 
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EXECUTIVE HEALTH 


Continued 





Report on Existing Diseases 


Total 
Obesity 165—27.5% 
Hemorrhoids 86-—14.3% 
Arthritis (all types) 38— 6.3% 
Duodenal ulcer 30— 5.0% 
Allergic state 35— 5.8% 
Hypertension 17— 2.8% 
Hypothyroidism and low 
thyroid state 16— 2.7% 
Bursitis 15— 3.2% 
Varicosities (lower extremities) 21— 3.5% 
Dermatitis 13— 2.2% 
Irritable colon 13— 2.2% 
Arteriosclerotic heart disease 12— 2.0% 
Sinusitis 11— 1.8% 
Varicocele 10— 1.7% 
Herniated disc 10— 1.7% 
Lipoma 10— 1.7% 
Papilloma (cutaneous) 8— 1.3% 
Hernia 7— 1.2% 
Healed tuberculosis 10— 1.7% 
Flat feet 7— 1.2% 
Prostatitis 6— 1.0% 
Diabetes mellitus 7— 1.2% 
Moles 6— 1.0% 
Rheumatic heart disease 11— 1.8% 
11— 1.8% 


Migraine 





heart disease. Most of the conditions, 
though serious, will respond favorably 
to medical or surgical treatment. 

Drs. Thompson and Staack report 
that the statistical 
the same general pattern as in earlier 
studies. The pattern is even further 
supported by 500 more examinations 
which have not yet been completely 
classified. A comprehensive initial ex- 
amination, followed by corrective ac- 
tion, plus periodic check-ups, is indus- 
try’s best answer to check the growing 
loss of qualified executives through 
sickness. m/m 


incidences follow 


Classification of All Diagnosed 
Diseases by Systems——600 Cases 








New Existing Total 

Blood and 

circulation 107 49 156 
Endocrine (includ- 

ing obesity) 91 167 258 
Gastro-intestinal 48 125 173 
Respiratory 2 16 18 
Musculoskeletal 60 71 131 
Genito-urinary Yj 19 26 
Allergy 32 32 
Skin 4 27 31 
Carcinoma 3 2 5 
Nervous and mental 56 10 66 
Miscellaneous 24 — 24 








| plied by 


MEDICAL DEPARTMENTS Continued 


b) Clearance by the nurse of an 
employee’s ability to return to work 
after an absence due to accident or sick- 
ness. 

c) Innoculations to employees 
cording to the employee's 
physician’s instructions. 

d) Employee counselling by the at- 
tending nurse on any health or per- 
sonal problems. 

e) Periodic reports to the employer 
on the activities of the medical depart- 
ment in so far as they apply to each 
employer. 

f) Distribution of informative health 
literature. 

In the the 
serum Cost is additional, or is to be sup- 


ac- 
personal 


case of innoculations, 


the patient. Preplacement 


physical examinations are not included, 


'and these are charged on a unit fee 


basis. 


| Typical daily operations 


The bulk of the daily treatment is 


provided by a nurse. Minor illnesses 
| and complaints take up most of her 





_ beach 


day. These vary from colds, migraine 
headaches, earaches, and athlete’s foot, 
to stiff necks, wrenched muscles, back- 


_ aches and burns or cuts. And they vary 


from season to season. 
After winter 
ankles, pulled 


week-ends, 
tendons 


sprained 


and aching 


| muscles start the nurse’s week. Summer 


Mondays are devoted to soothing sun- 
burns contracted by over-enthusiastic 


lovers, or mending injured 


| wrists and fingers on company baseball 
| team members. Friday afternoons is the 





runner-up on the activity schedule, 
perhaps caused by last minute atten- 
tion to minor disorders which might 
mar the weekend ahead. 

In addition to the run-of-the-mill sore 
throats, menstrual cramps and aches 
and pains of various descriptions, and 
beyond the less frequent serious emer- 
gencies, the nurse also acts as a coun- 
sellor. In this role, she must be a 
listening post to whom problem-beset 
employees may unload their apprehen- 
sions and worries and questions. 

Within her professional limitations, 
she advises on dietary, medical, and 
personal questions. Chronic absentees, 
detected by the necessity of their ob- 
taining the nurse’s clearance before re- 
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000 


STATISTICS ON THE 
MEDICAL DEPARTMENT 


at 261 Madison Avenue 


Number of companies 
subscribing 12 


Number of employees 
in smallest group 7 


Number of employees 
in largest group 500 


Total employees covered 1,509 


Average of total 
monthly visits 390 
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turning to their jobs after an illness, 
are helped by her counsel and mutual 
discussions with the supervisor concern- 
ing job conditions, home problems, and 
work efficiency. Careful analysis many 
times provides a happy ending to 
trouble both for the employer and 
employee. 


Other services 


Employees come to the Medical De- 
partment for injections of all kinds. 
When foreign travel, either for business 
or pleasure, is scheduled, immunization 
shots are provided at the Medical De- 
partment and, in some instances, sub- 
scribing companies arrange for flu im- 
munization for those of their staff who 
desire them. 

Surgical dressings, applied at home, 
are changed at required intervals. In- 
terim blood pressure readings are taken 
between regular visits to the family 
physician. Cinders and splinters, cuts 
and bruises, corns and calluses are other 
annoyances for which prompt medical 
attention is the antidote in the con- 
tinual battle for increased job eff- 
ciency for workers. 

In addition to the regular services, 
many subscribing companies send their 
job applicants to the Department for 
pre-placement physical examinations. 
These are scheduled by appointment 
and conducted by a physician. This on- 
the-premise facility obviates incon- 
venient travel and wasted time for both 
the employer and the prospective 
employee. m/m 
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even under Fluorescent Light 








with New G353 Transcopy Paper 


New G353 Transcopy Negative Paper copies your records—in your office— 
under fluorescent lights ... without hoods, visors or light shields. Neither is there 
need for special processing equipment or equipment adjustments. G353 

can be used with regular Transcopy Positive Papers on all Transcopy machines, 
and most other similar transfer process machines. In seconds you’ll get sharp, 
clear, black and white copies of any record. 

FREE TRIAL . . . request a free trial in your office under your lighting conditions. 

Write to Room 1639, 315 Fourth Avenue, 
New York 10, N. Y. 


Remington. Mlarnud 





(Circle 753 for more information) 
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reconcilement 


costs jp 1) 90% 
with Lithofold’s 
ELECTRONIC 
CHECK 


a pre-punched Tab Card voucher 


check set 






with no change in your 
present method of preparing checks 


NOW you can reconcile your 
checks by automated meth- 


ods — instead of hand sortings. 


HERE’S HOW IT’S DONE 


The check portion of the set is a tabu- 
lating card pre-punched at the factory 
with the consecutive number. 

A sorter will put checks into exact 
numerical sequence. 

A tabulator can list all check num- 
bers cleared, and signal location of 
missing numbers. 

Or a collator can compare cleared 
checks with a control set of cards. 

Total of unmatched checks, plus 
bank’s total pay-out completes your 
reconcilement . . . at a small fraction 
of manual cost. Many banks offer vary- 
ing amounts of reconcilement service 
on these checks . . . which can further 
reduce your data processing expense. 


An Automated Form 
YOU Can Use NOW 


WRITE TODAY for DETAILS! 


AmeriCan 
GES 


500 BITTNER ST. ST. LOUIS 15, MO. 


(Circle 706 for more information) 
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A MANAGEMEN f 





with Dr. John C. Flanagan 


The Performance Record—a simple 


DS INTERVIEW 


technique of employee evaluation 


Critical incident 


QUESTION: Dr. Flanagan, let’s start 
right off with fundamentals. What is 
Performance Record supposed to do? 


ANSWER: It is simply an objective way of 
evaluating an employee by keeping a sys- 
tematic record of critical incidents of his 
job performance. 


QUESTION: The phrase critical inci- 
dent seems to be the key one in this 
definition. Could you explain it? 


ANSWER: A critical incident is an item 
of performance, an occurrence with clear- 
cut facts attached to it, about which there 
can be no dispute. It is also something the 
employee does, or fails to do, that results 
in failure or success on a particular part 
of his job. 


QUESTION: Can you give an example? 
ANSWER: A stenographer is told to mail 
a letter by the end of the day. Two days 
later the letter is found on her desk. This 
is a critical incident—a failure on a par- 
ticular part of her job. That she is careless 
is not a critical incident, but rather a sub- 
jective opinion that her supervisor holds 
about her. The incident itself is a fact; 
the designation of carelessness is an opin- 
ion until substantiated by facts—the re- 
cording of critical incidents. 





THE AUTHOR: Dr. John C. Flanagan, 
President of the American Institute of Re- 
search, is one of the pioneers in the de- 
velopment of the Employee Performance 
Record. Originally prepared for the Air 
Force, his procedure was later installed at 
the plants of the Delco-Remy Division of 
General Motors. 


QUESTION: What determines whether 


one action is a critical incident? 


ANSWER: It must be action that clearly 
shows outstanding or less-than-satisfactory 
performance. 


QUESTION; Can you be more specific? 


ANSWER; Yes, we have worked out a set 
of criteria for supervisors. If you can an- 
swer ‘yes’ to any of these questions about 
an incident, you can call it critical. 

1. Does it make significant difference in 
productivity or in the morale of a work 
group? 


A. Does it produce a noticeable in- 
crease or decrease in production? (For 
example, a typist fails to see obvious 
defects in the work done with a cer- 
tain typewriter.) 

B. Does it 
good or bad effect on morale? (For 


produce a_ noticeably 
example, one volunteer for an unpleas- 
ant task encourages other volunteers.) 


2. Does it show something about an em- 
ployee that should be considered evidence 
of qualification or weakness in making 
promotions and transfers or taking other 
personnel action? (For example, an em- 
ployee successfully prevents a_ bottleneck 
by completing a difficult job despite a num- 
ber of obstacles.) 

3. Is it something unusual enough that 
you would ordinarily mention it to the 
employee? Does it show something that 
should be encouraged or corrected? (For 
example, an incident showing quick think- 
ing in an emergency is certainly something 
for which you would commend an em- 
ployee.) 


QUESTION: Aren’t there an unlimited 
number of incidents that meet these 


criteria? How can you make sense out 
of such assorted tid-bits of informa- 


tion that come to you? 


ANSWER: There are an unlimited number 
of incidents, but there is not an unlimited 
number of types of incidents. The effec- 
tiveness of the method depends upon this 
fact alone. 


QUESTION: 
gories of incidents are there? 


How many types or cate- 


ANSWER: There are various ways of set- 
ting up categories, and the number, to 
some extent, is arbitrary. It will also vary, 
in both number and name, with the gen- 
eral occupational group. We have estab- 
lished 16 categories for hourly employees, 
another set of 16 for non-supervisory sal- 
aried employees, and 10 for first-line fore- 
men and supervisors. We can narrow the 
types down because the activities are sim- 
ilar in different companies. 

For example, trying to handle hot ket- 
tles without safety gloves might be a 
critical incident in a candy factory; walk- 
ing outside marked passageways might be 
critical in a wood-working plant or a steel 
mill. Yet the descriptive phrase, “failure 
to observe safety rules,” would be equally 
applicable to both situations. 


QUESTION: 


various categories? 


How did you develop the 


ANSWER: It came out of plant experience, 
not theory. We asked foremen in 10 Delco- 
Remy plants to describe specific deeds they 
had seen employees do which represented 
either an outstanding contribution to the 
productivity or morale of the department, 
or an act definitely detrimental. Here are 
two examples: 

“I observed an employee looking through 
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WHICH OF THESE INCIDENTS 
DO YOU CONSIDER CRITICAL? 


A. An employee told her foreman the 
work in his department was too monot- 
onous. She wanted to be transferred. 

B. During the absence of the regular 
typist, a clerk prepared some copy for 
the printer. His copy was not very neat, 
and it took him a long time to do it. 

C. This employee was noticed smoking a 
cigarette beside a gasoline pump even 
though there were ‘No Smoking’ signs. 


me 


; ah on 


C. 
ez 






D. A new warehouse employee filled an 
order incorrectly, because materials 
had been placed in the wrong bin. 

E. Two rival secretaries refused to co- 
operate with each other on business. 

F. Two department heads became rivals. 
Although they will have nothing to do 
with each other after work, they do 
cooperate on company business. 

G. Without being asked, an employee 
made a special check on tools for a 
test run to make sure they were o.k. 


H. Some typing had to be finished by a 
certain time. One typist sat doing noth- 
ing while the other girls were working 
at rush pace. When asked why she 
didn't pitc® in, the typist replied, “‘It's 
not my job.” 





I. In a motor assembly, time was being 
lost putting in the jig. The foreman’'s 
advice as to how to line up the brush 
holders reduced the time. 

J. Several spot checks were made in this 
department on reports of amount of 
work done. The reports of this foreman 
were the only accurate ones. 

K. An employee noticed a man waiting in 
the first-aid room while the nurse was 
temporarily out. The employee ques- 
tioned the man, found he had an in- 
jury, and rounded up the nurse. 

L. This supervisor did not have castings 
moved inside in cold weather, and they 
got covered with snow and ice. 


SEE PAGE 47 FOR CORRECT ANSWERS. 
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*35-page re-typing job...a breeze” 


Done in 25 minutes with a Kodak Verifax Copier 
















Bypassing the typing pool saves hours 
daily at the Detroit Branch of The 
Hartford Steam Boiler Inspection 
and Insurance Company, leader in 
boiler and machinery insurance. 








No longer are claim records, invoices, policies, 
and letters funneled into the typing pool for 
copying. 

All of these—and other records which couldn't 
be typed, such as engineering drawings —are 
now reproduced in the completely different 
Verifax Copier—5 copies made in 1 minute 
for just 2%¢ each. 





Even the so-called “toughies,” like 
spirit duplicator copies of a 35-page 
statistical report, are reproduced in 
stride. Done before a typist could copy 
and proofread one page. 

And what’s most important, never a 
mistake or omission! Verifax copies are 
photo-exact from letterhead to signature 
— pencil or ink makes no difference. 


The short cuts which Verifax copying 
makes possible are naturally reflected 
in the typing pool's increased efficiency 
and output of new typing. And in faster 
communications with home office . . . 
improved service to customers. 


VALUABLE TIPS FOR BOSS AND 
SECRETARY IN NEW FREE BOOKLET 


Describes the short cuts which Verifax 
copying has brought to thousands of offices 
... Shows how the low cost of a Verifax 
Copier is often saved the first month - How 
to answer letters without dictation and 
typing * How to eliminate “I quote” memos * 
How to end slow “one- 
copy routing * How to save 

time at meetings > How not to 

run out of carbons * How to make 
an offset plate in | 
minute for less than 
20¢ + Also complete 
details on Verifax 


MAIL COUPON 


EASTMAN KODAK COMPANY 6-197 
Business Photo Methods Division 

Rochester 4, N. Y. 

Gentlemen: Please send free copy of 

“New Time Saver — New Idea for Every Office.” 





















Copiers, Letter and Name 
Legal size, and—in Company 
a supplementary 
folder— information treet __ 
about the new low- City 
cost Signet Copier 
; t Signet Copier State TRADE MARK 
+ Aj 
(Circle 725 for more information) 
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VISUAL 
CONTROL PANELS 


Chart Action, Indicate Trends, 
Show Results, Permit Comparison, 
Picture Organized Facts for 
Analysis and Decisions. 


Complete flexibility with limitless signalling 
and charting possibilities . . . Easily adapted to 
your individual record requirements. 


Lightweight panels contain clear plastic tubes 
which are individually removable and may be 
shifted from one position to another . . . Clarity 
of tube provides full legibility of contents. 
Signals snap on or off at any point... Hold 
position until positively moved .. . Slide 
smoothly back and forth . . . By-pass freely. 
Insertable index feature affords triple signalling 
potential: by position, by color and by legend 
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the scrap tub. Shortly afterwards, he came 
to me stating that someone had thrown a 
large piece of cast-iron piston into the 
scrap tub. We salvaged this piston and a 
short time later used the piece to make a 
pulley for a very urgently needed job.” 

“This man was operating a trim press 
and was having considerable trouble with 
the magazine. He failed to see that all that 
was needed was to increase the clearance. 
This was a very simple adjustment—one he 
had often done.” 

We got 2500 of these incidents, and we 
analyzed and categorized them. It finally 
boiled down to 16 critical job requirements 
for hourly wage employees, which in turn, 
fall under two general headings. 


QUESTION: Can you give us these cate- 
gories, as well as those for the other job 
groupings? 


ANSWER: Figure 1 lists the various cate- 
gories for the three job groupings. 


QUESTION: How do you keep track of 
the critical incidents in a man’s work 
record? 


ANSWER: We have a performance record 
folder for each employee. A supervisor has a 
sheet for each person directly under him, 
and jots down incidents in the proper 
section, noting date, type of incident, and 
enough of a brief description to job his 
memory for details. Figure 2 shows a sec- 
tion of the form. 


QUESTION: Doesn’t all this recording 
take a lot of time? 


ANSWER: Much less than you might think. 
Once supervisors get familiar with the 
categories, and have developed skill in 
assigning incidents to the proper section 
of the sheet, it takes less than five minutes 
a day for all the employees under their 
supervision. 


QUESTION: Is recording a daily task? 


ANSWER: yes, to be effective, it must be. 
There was considerable doubt on this point 
during the development of the method, so 
we ran a controlled test. We set three 
groups of foremen to recording incidents, 
one daily, one weekly, and the third every 
other week. The records showed that the 
group which had entered incidents daily 


had more than twice as many entries as 
the weekly group, and more than five times 
as many as the bi-weekly group. 


QUESTION: What are the advantages of 
this new approach over the older merit- 
rating system? 


ANSWER: We have isolated at least seven 
advantages: 


1. Supervisors are given tangible data 
on which to base judgments. 

2. Supervisors are encouraged to be ac- 
curate and fair. 

3. Uniform standards of comparison are 
provided. 

4. The ‘halo effect’ is eliminated. 

5. Sufficient data are provided for judg- 
ments. 

6. Administrative procedures are simpli- 
fied. 

7. Employee morale is improved. 


QUESTION: ‘These are fairly broad and 
basic claims. Can you explain them in 
more detail? 


ANSWER: | think so. Let's start with the 
first one. All human judgments are natu- 
rally somewhat subjective. But the more 
facts on which a man’s judgment is based, 
the more accurate it becomes. In most 
merit rating systems, a supervisor is asked 
to judge people, but he is given no tangi- 
ble data on which to make a judgment. In 
fact, he is asked to decide things which 
would usually stump a professional psychol- 
ogist. With the Performance Record, he 
doesn’t pass judgment until he has enough 
facts about the man’s performance. 


QUESTION: Your implication is that 
under merit rating systems, supervisors 
are unfair? 


ANSWER: Under a rating system, a super- 
visor finds it difficult to be critical with a 
man whom he sees every day, and with 
whom he would naturally like to be 
friendly. This is one of the reasons why 
sO many rating systems tend to cluster 
about a center point. Here there is no clus- 
tering, since only facts and not opinions 
are recorded. 


QUESTION: On the third point, 
couldn’t each supervisor differ in his 
standard of what 7s a critical incident? 


MANAGEMENT METHODS 





ANSWER: Experience has shown that there 
is little difference of opinion regarding any 
specific incident. There is almost unan- 
imous agreement as to whether an incident 
is critical, and if so, where it goes on the 
record. This leads to a consistency of in- 
terpretation often lacking in other methods. 


QUESTION: What is a “halo effect”? 


ANSWER: The ‘halo effect’ is what hap- 
pens to a supervisor’s opinion of a man 
who has some particularly good or bad 
quality, or who has performed some espe- 
cially striking action. The impression made 
by this single point is liable to dominate 
the picture of the man. In the Perform- 
ance Record, however, the carryover is 
minimized, since a supervisor must look 
at all the incidents he has recorded. 


QUESTION: With relation to your “suf- 
ficient data” advantage, why couldn’t 
a supervisor under a voting system 
gather enough information? 


ANSWER: He could, but there is a tend- 
ency for the supervisor to remember most 
vividly his most recent experiences with 
an employee, and to fill out his rating 
sheet on that basis. The Performance Rec- 
ord is an aid to the normally fallible hu- 
man memory. Everything of importance is 
down before there has been time to forget 
it, and it is all there when the time comes 
to review an employee’s performance. 


QUESTION: Could you explain how ad- 
ministrative procedures are simplified? 


ANSWER: Companies have added to the 
list of characteristics which must be rated, 
added complicated scaling factors, set up 
quotas for each supervisor in an attempt 
to avoid clustering, and so on. The meth- 
ods grow more and more cumbersome at 
all levels. None of this is necessary when 
the appraisal is based on recording critical 
incidents. 


QUESTION: How does the critical in- 
cident technique improve morale? 

ANSWER: The history of employee rela- 
tions is packed with stories of antagonisms 
to the old-fashioned merit-rating systems. 
Men object to being judged by methods 
they don’t understand, and consider biased 
and unfair. But they accept the profile that 
arises from the Performance Record. 
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How Long 


Should Records be Kept? 
this FREE 
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Now 
available— 
our Manual of Re- 
cord Storage Practice 

with Retention Periods for 
general business and banks. It 
tells a simplified story of record 
procedure and an easy-to-do 
storage plan for inactive records. 





A VALUABLE GUIDE FOR 
| EVERY BUSINESS. For your 
FREE copy, clip this ad to your 
letter-head and mail to: 


BANKERS BOX CO., Dept. MM-6 
720 S. Dearborn St., Chicago 5, Illinois 


(Circle 711 for more information) 





You don't have to be an 
artist to use a 


VARIGRAPH 


LETTERING INSTRUMENT 
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LETTERS EXACT SIZE TO 
FIT YOUR JOB 





After only a few minutes of practice, anyone can 
do crisp, professional hand lettering with a Vari- 
graph. All you do is move a stylus along the 
letters in a grooved templet. Work is always 
clearly visible. More than 600 variations in size 
and shape of letters may be produced from one 
templet—126 templets and lettering styles. Letter 
with either pen or pencil. Letter directly on paper 
offset plates. Varigraph is built to watchmakers’ 
precision, and guaranteed to deliver a long life 
of service. It will pay for itself many times over 
in a short time. 


| Write Dept. M1 today for a FREE Trial 
| VARIGRAPH CO., INC., Madison 1, Wis. 


(Circle 780 for more information) 















QUESTION: One of the things workers 
resent is the notion that they are being 
spied on, that somebody is marking 
down things in a little black book be- 
hind their backs. How do you avoid 
this attitude? 


ANSWER: Simply by doing nothing behind 
their backs. One of the important things 
about it is that the employee knows ex- 
actly what is happening. 


QUESTION: How do you accomplish 
this? 


ANSWER: First, when the system is in- 
stalled, the supervisor explains the entire 
procedure to the people under him. This 
explanation is later repeated to each new 
person entering the group. Secondly, an 
employee is told of each critical incident 
just after it occurs. This is no great addi- 
tional burden, since a good supervisor will 
always comment to a worker on such oc- 
casions, as part of his regular job. Finally, 
there is a personal interview at regular in- 
tervals, at which time the supervisor sits 
down privately with an employee and dis- 
cusses his record. This usually takes place 
every six months. It should he scheduled 
to avoid the tensions normally associated 
with an interview which is set up only on 
some momentous occasion. 


QUESTION: What 
formance Review? 


goes on at a Per- 


ANSWER: The record is gone over in some 
detail by both the supervisor and the em 
ployee concerned. Most employees look 
forward to this session, since it gives them 
an Opportunity to find out where they 
stand. A good supervisor will start with the 
blue (favorable) incidents, which helps re- 
duce tension, and keeps an employee from 
being on the defensive right away. Since 
the incidents are all factual and have all 
been pointed out as they happened, little 
time need be spent on individual recrimi- 
nations. Emphasis should be on cleaning 
up the categories with too many red (mis- 
takes) entries. 


QUESTION: How many incidents are 
generally recorded between interviews? 


ANSWER: This varies widely. For some 
jobs, one or two of the categories may not 
be pertinent, and there will, of course, be 
no entries in these. For some people, a 








faster 
filing 





Sorting daily correspondence for fil- 
ing or distribution becomes a breeze with 
the G/W correspondence sorter. Use it as a 
personal file, too. Handsome midnight blue, 
leather-like grained binding. 20 compart- 
ments with index tabs. File is 10” by 12” 
letter size. 

See your G/W dealer or write us for 
full information Dept. F6. 
(*Reg. U.S. 
Trademark) 
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SYVTROW 


PAPER 
JOGGERS 


PJ-4 — Small port- 
able vibrating paper 
jogger with built in 
variable control of 
power. 

Ideal for jogging 
paper—as vibratory 
packer or in dental 
Laboratory. 























BTJ-15 — Single 
action bin Type Jog- 
ger. Adaptable to 
shop or office. Auto- 
matically aligns 
stock to perfect 
register. Bin remov- 
able to provide 
Table desk model. 


TPJ-22 — Heavy- 
duty jogger used 
where heavy lifts of 
large sheets are in- 
volved. Provided 
with rubber-tire cas- 
ters for easy moving. 








Controller 
mounted on base. 


NTRON COMPANY 


592 Lexington Ave Homer City, Penna 
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@ New! Cosco Chairs, Settees, Sofas and 
Occasional Tables . . . styled to create a 
warm, congenial atmosphere in reception 
room, conference room, private office. Intro- 
duces the last word in furniture comfort, 


Leaf Spring Suspension: cushions ride buoy- 


antly on flexible bands of tempered steel! Legs Model 18-TA Model 15-F 
tS > Executive Posture Chair Secretarial Chair 
extended in rear to protect walls. Socket $48.95 ($51.45*) $29.95 ($31.95*) 


glides stay level when furniture is tilted. Re- 
versible coil spring or foam rubber cushions. 
Cloth and plastic upholstery; many patterns, 
colors. Bonderized frame has a chip-resistant, 





baked-on enamel finish. Tables have lifetime 
FibeResin tops and shelves. Prices start sur- 
prisingly low. Call your Cosco dealer or mail 





coupon today! 


u 
Model 20-LA 
Conference Arm Chair 


$28.95 ($30.95*) 


Model 22-L 
General Chair 
$12.95 ($13.95*) 


(*Zone 2—Texas & 11 Western States) 


Find your COSCO dealer in yellow pages of phone 
book or attach coupon to your letterhead 


Hamilton Manufacturing Corporation, Dept. MM-66, Columbus, Indiana 
Gentlemen: 


(corr. 1956) 


Please send information on new [ Please send information on 
COSCO Business Furniture. * COSCO Office Chairs. 
Name.. 
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Physical and Mental Qualifications 





. Physical condition 

. Coordination 

. Checking and inspecting 

. Arithmetic computation 

. Learning and remembering proce- 
dures and instructions 

. Judgment and comprehension 

. Understanding and repairing 

8. Improving equipment and showing 

inventiveness 


mt WN — 
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Work Habits and Abilities 


Carrying out instructions 
Accuracy 

. Ingenuity 

Alertness to problem situations 
. Attending to details 





. Productivity 

. Checking for errors 

. Collecting information on problems 
. Response to need for extra effort 


WO ONA OEFWN — 


Categories 


Dealing with Employees 





1. Developing responsibility and team- 
work in employees 

2. Helping employees improve their job 
performance 

3. Giving employees reasons and ex- 
planations for action 

4. Alertness to employees’ problems 

5. Seeing employees are treated fairly 





Categories for Hourly Employees 


Categories for nonsupervisory salaried employees (office workers): 


Work Habits and Attitudes 


9. Productivity 

10. Dependability 

11. Accepting supervision and organi- 
zational procedures 

12. Accuracy of reporting 

13. Response to departmental needs 

14. Getting along with others 

15. Initiative 

16. Responsibility 





Personal Characteristics 





10. Accepting supervision and regula- 
tions from others. 

11. Getting along with others 

12. Subordinating personal interests 
13. Taking needed initiative action 

14. 
3 
16. 


Planning and anticipating job needs 
Capacity for increased responsibility 
Miscellaneous 


for foremen: 


Performing Management Functions 





6. Planning and scheduling work 

7. Showing judgment and resourceful- 
ness in getting work done 

8. Checking quantity and quality of 
work done 

9. Taking responsibility and initiative 

10. Cooperating with staff and others in 
higher management 








FIGURE 1 Above: Critical incident categories peculiar to the three major job groups are 
listed. FIGURE 2 Below: Part of the Performance Record for non-supervisory salaried 
employees is shown. The gray portion on the left is reserved for those critical incidents 
in which the employee is remiss in his actions. The colored portion on the right notes in- 
cidents where the employee has reacted favorably. 
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8 COLLECTING INFORMATION ON PROBLEMS 
a. Failed to look inte 
data; 
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at every stage of 
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WORKSHOP i 
FOR 
MANAGEMENT the all 
new 1956 
edition 


WORKSHOP FOR MANAGEMENT 


Use this new book to see how 
more than thirty top executives 
and management consultants 
save time, money, and personnel 
with electronic office systems. 


Each method, each application 
has been proved in practice. You 
learn exactly how to get the re- 
sults—how to eliminate the mis- 
takes that other companies ex- 
perience in their own electronic 
office operations. 


From “giant brains” to the 
smaller electronic systems — 
WORKSHOP FOR MANAGE- 
MENT gives you ready-to-use 
information that gets most ef- 
fective use from_ electronic 
equipment like UNIVAC, BIZ- 
MAC, IBM 650, and the BUR- 
ROUGHS E101. 


Partial Listing of Contents 
% How to get maximum savings 
with electronic office equipment 
How to organize your company 
for an electronics operation 
How to speed up effective use of 
electronic office procedure 
What to expect in performance 
from electronic office systems 
How to staff for electronic office 
operations 
How to solve the personnel 
problems involved in using of- 
fice electronics 


SEND FOR YOUR FREE 
EXAMINATION COPY TODAY 


Use coupon below 


+ + + & 


MANAGEMENT PUBLISHING CORP. 
Suite A-21, 22 West Putnam Avenue, 
Greenwich, Connecticut 
Please send me, for a 5 day FREE 
EXAMINATION, a copy of ‘‘Worksh 

for Management.”” Within 5 days I 
either send payment for $19, or return 
the book without obligation. 


Cette ewww eer eres eeeeeeseeeeeeeee 
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folders, 
while others may have acquired only three 
or four 


supervisor may have used two 


critical incidents. There is no 


quota of incidents that must be reached. 


QUESTION: 


cautions you ought to take when start- 


Are there any special pre- 
ing out with the method? 


ANSWER: Management 
course, necessary. But more important to 
the success of the method is the under- 
standing and cooperation of 


support is, of 


the super- 
visors. They must be comfortable with the 
method, and understand it thoroughly. ‘To 
do this, there should be at least two or 
three sessions before you get rolling, with 


follow-up meetings as required. 


QUESTION: Perhaps this is the most 
important question: What good is a set 
of Performance Records? What can you 
do with them? 


ANSWER: There are a lot of uses, and 
new ones are being reported to us regu- 
larly. Perhaps the most important is to 
enable a supervisor to aid most effectively 
in the development of his people, allowing 
him to base his action on fact and not 
supposition. The review also furnishes an 
opportunity for the supervisor and the 
employee to get together to identify weak- 
ness in both training and attitude, and to 
help the worker utilize his full abilities. 
Examination of the sheets of the more 
successful workers helps to indicate the 
requirements of a particular job, and can 
often point out unrecognized desirable 
characteristics. 


QUESTION: These are all at the direct 
supervisory level. What about company- 
wide uses? 


ANSWER: Of course, if the relations be- 
tween a supervisor and the employees un- 
der him are smooth and productive, this 
benefits the company, and is thus worth- 
while of itself. But there are broader sec- 
ondary benefits as well. Keeping a daily 
record of critical incidents helps to make 
better supervisors, and improves their skill 
in handling people. In addition, a study 
of the records kept by a supervisor, as 
well as the record of his own performance, 
will help to spot those who are ready for 
promotion. A performance record is also 
a pretty good substitute for the face-to-face 
relationship in large companies. Finally, 
an analysis of all the records of one job or 





CRITICAL INCIDENTS 
Answers to Chart on Page 43 


All of the incidents are critical, ex- 
cept for A, B, D, and F. In A, nothing 
happened. What the employee said 
didn't affect production. If she had 
loafed or done something else be- 
cause she was bored, it might have 
become a critical incident. B is not 
critical because accurate typing was 
not a requirement of the job. In D, 
the new employee could not have 
expected to notice the error, but 
there would be a red incident for the 
employee who made the original 
mistake. F was not a critical incident, 
in contrast to E, because the rivalry 
of the employees did not affect their 
output. 
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department may indicate where hiring or 
training practices are and need 
strengthening. For example, if your typists 
have too many red entries under ‘produc- 
tivity, perhaps it points to a need for 
additional speed training. 


weak 


QUESTION: Would you sum up the ad- 
vances achieved through this use of 
critical incidents? 


ANSWER:Its one major achievement, I 
the of fact for 
opinion. Entering a critical incident is an 
objective action, over which there can be 


believe, is substitution 


little dispute, and it puts the whole ap- 
praisal action on a solid footing, taking 
it out of the metaphysical realm and the 
haziness that sticks so easily to abstract 


qualities. m/m 


Note: The forms and manuals relating to 


critical incident technique are available 
from Science Research Associates, 57 W. 


Grand Ave., Chicago 10, IIl. 
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\<] Some men 
judge a product's 
value by its price. 
That's why they’re 
shocked by 


Soundex Walls 
cost less... but 
do more: 
They soak up 
office noise 
like blotters 
soak up ink! 
*Write for your 
free catalog... 
judge by value 
as well as 
low price. 


*OR HU Gh Wie 
2417 Eastern Avenue, S.E. 


Grand Rapids, Michigan 
(Circle 779 for more information) 








Have You Heard About . . Have You Seen 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 


Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 


NOW-—smooth, staple-free 
fronts make them suitable 
even for ‘‘front-office’”’ use. 


Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


STATION B, BOX 216-M 
CANTON 6, OHIO > 
(Circle 718 for more information) 
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Put all your people 
within arm’s reach 


... without spending a penny 
of capital ! 


How soon can you get in touch with your produc- 
tion manager? Or bookkeeper? Or your whole staff, 
in an emergency? 

If it takes more than 15 seconds, your communica- 
tions needs to catch up with the tempo of your 
business. 


HOW ? 


Today, you can have a complete modern paging 
andjor intercommunications system—without spend- 
ing a penny of capital funds to buy it! 

On a unique lease arrangement, Stromberg-Carlson 
can tailor a sound system to meet your specific needs 
—from the simplest intercom telephone system to a 
huge intraplant broadcasting network. 


RELIABLE ? 


Famous Stromberg-Carlson equipment is already 
used by thousands of businesses, department stores, 
hospitals, schools, ocean liners, hotels—even the ob- 
servation car that takes you to the top of Pike’s Peak! 


Mail 
coupon 
today for 


FREE SURVEY 
of your needs. 


STROMBERC-CARLSON 


A DIVISION OF GENERAL DYNAMICS CORPORATION 


1703 University Ave. © Rochester 3, N. Y. 


How can I speed up intercommunications? What will 
your lease plan cost me? Please send a man to answer 
these questions, survey my premises, and suggest a 
system. No obligation. 
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“Best place to work awards 


for outstanding examples 


of office layout and planning 


es If your company has done an 
outstanding job in any of the categories listed 
below, here’s a chance to win recognition and— 
at the same time—gain favorable employee, pub- 
lic, and stockholder publicity. 

These awards aren’t concerned with merely 
“beautiful” offices. But they are designed to dem- 
onstrate how properly-planned, integrated offices 
improve employee productivity and morale. 


Me 2 MAJOR AWARDS 


Best integrated general offices—small firm 
Best integrated general offices—large firm 


= 8 SPECIAL AWARDS 


Best general offices in a suburban location 
Best branch office 

Best executive office or suite 

Best clerical work center 

Best employee lunch/lounge area 

Best board or conference room 

Best reception room 

Best “special situation” solution 


It’s easy to enter. Elaborate entries or costly 
photographs are not necessary. Just have the 
pertinent person in your firm—or your architect 
or designer—fill in the official entry blank and 
clip to it a few photographs, snapshots, or 
sketches of your offices. 

Entries may be submitted by a company, an 
architect, or an office designer. Wall plaques will 
go to the winning architects or designers, and to 
the award-winning companies. More than one 
entry can be submitted. All entries will be auto- 
matically reviewed by the judges for possible con- 
sideration in categories other than the one spe- 
cifically selected by the entrant. Winning entries 
will be published in MANAGEMENT METHODS MAG- 
AZINE. Entries must be postmarked by July 20, 
1956 to be eligible. 


For ENTRY BLANKS and rules, please 
circle 840 on the postage-paid Reader Service 
Card bound in this issue. 












Corrections 
are So basy 


on fluid duplicator masters with 


\\/ 234 correction tape 


FAST, NEAT, CLEAN: NO SOILED HANDS 


Correcting fluid duplicator masters is a breeze with 
Avery adhesive Correction Tape. There’s no scraping, 
erasing or smearing. Save useless trips to the wash- 
room — no smudged hands or dirty fingernails — no 
wasted time. Just press on, then type on! It’s easy 
to use — fast and clean! 

Available in rolls ready to use in 1/6”, 2/6” and 5/6” 
widths in handy Kum-Kleen dispenser. 


al 


1. PRESS ON reverse side of 
master over error. No moist- 
ening... just LAY IT ON 
with a finger touch. 


2. TYPE CORRECTION with light 
touch, using same carbon. 
Master stays in typewriter 

. NO realigning. 


The boss will like it too... for it saves \ 


him time and money. 

Ask for Avery Correction Tape today — 
at your dealer, or from your regular office 
supply salesman — you'll like it! 











! AVERY ADHESIVE LABEL CORP. Div. 150 
1 117 Liberty st., New York 6 * 608 So. Dearborn St., 
| Chicago 5 « 1616 So. California Ave., Monrovia, California 
1 Avery Adhesive Label Corp. (Canada) Ltd., 207 Queen’s 
Quay, Toronto 1 © Offices in Other Principal Cities 
Please send samples of Avery adhesive Correction Tape 
[| my name 
! company 
I 
address 
‘ 
J city state 
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Thought Starters deal with a 


“practical 


starters 


solution to a management 


problem.” 


The Editor invites contributions—which are paid for at our normal space rates. 
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First training film produced 
on Electronic Data Processing 








How business management can im- 
prove its decisions with the aid of elec- 
tronics is the subject of a series of four 
35mm color sound filmstrips just re- 
leased by the American Management 
Association. 

The filmstrip series is the first on 
electronic data processing that covers 
the complete field—evolution, defini- 
tion, machine function, methods and 
applications, effect on personnel policy 
and company planning, and future de- 
velopments. It is now available for 
business use. 

The series, entitled “Data and Deci- 
sion: Using Electronic Computers in 
Business,” is intended for orientation 
of top management, financial execu- 
tives, and clerical and non-clerical em- 
ployees in the elements of electronic 
processing. 

Each of the four filmstrips in the 
series is designed as a_ self-contained 
unit. ‘Together they constitute a com- 
plete, non-technical training program 
in electronic data processing, explain- 
ing how the computer evolved, how it 
works, how to plan and use it. 

For more information, circle num- 
ber 835 on Reader Service Card. 
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Employee grant and loan plan 
announced by General Electric 


The General Electric Company plans 
a new employee benefit program, pro- 
viding eligible employees up to $500 in 
loans or outright grants to help meet 
serious financial emergencies. The pro- 
posed Emergency Aid Plan calls for no 
employee contributions. 

On loans up to $300, there will be 
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no interest charges. On larger loans, 
moderate interest will be charged on 
the amount over $300. The outright 
grants, which naturally carry no inter- 
est, could be in cash or in kind, depend- 
ing on the particular circumstances of 
the person seeking emergency aid. 

To be eligible for benefits under the 
plan, employees must have a year or 
more of service with the company, and 
be participating in the company’s In- 
surance Plan. Certain former employ- 
ees and most pensioners are also eli- 
gible for the outright grants. 

The new plan will be company-wide, 
and administered locally. It will re- 
place some 26 Relief and Loan Plans 
that have been available for many years 
at the company’s older locations. Un- 
like the new plan, these existing plans 
call for contributions by employees as 
well as by the company. Another differ- 
ence is that, while the new plan pro- 
vides for loans and grants up to $500, 
the present plans have a $200 limit on 
loans and a $240 limit on grants. 
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Department stores profit 
from warehouse sales 


By employing the term “warehouse 
sales,’” department stores have devel- 
oped a method of adding volume at a 
profit, according to a survey conducted 
by the National Retail Dry Goods As- 
sociation. Other retail stores, of all sizes 
and selling all types of specialized mer- 
chandise, have also been using this 
method. In these cases, it is usually a 
rented public hall, rather than an ac- 
tual warehouse. 

Thirty department stores have re- 
ported that their warehouse sales, in 
the main, have been successful, volume 
producing, and profit making. Such 
sales have been held not only in store 
warehouses but in a County War Me- 
morial hall, a ball park, city audito- 
riums, a sports arena, piers, and in the 















Cramer eee ape 
powlune Cadi 


Wonderfully comfortable, at home in 
the smartest surroundings, and made 
for such very long service that 

they actually cost LESS per year of 
use! Phone your Cramer dealer or use 
coupon below for free demonstration 

at your convenience, 


ENGINEERED --- not just “built” 


{—Spring-mounted foam-filled back rest. 


2—Exclusive patented 4—Easy seat height and 
foam-filled seat cushion, back adjustments. 

3—Free-moving swivel; 
can’t wobble or stick. 


5—Wide choice of easy- 
to-remove fabric covers. 




















CRAMER POSTURE CHAIR CO., Kansas City 6, Mo. 
1° 
Please arrange a free demonstration of 

| Aluminease chairs in my office. 

: Name 

1 Address. 

i DEPT. MM 
POSTURE CHAIR CO., INC. 1 
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PUZZLED BY 
FILING PROBLEMS? 


— Are filing cabinets gobbling up 
valuable floor space? 





— Are crowded files ruining | 
filing efficiency? 


— Are additional cabinets costing 
unplanned for expense? 


Solve Your 
File Problems 
with the 





Visi-Shelf Units are available with doors 


] 

for maximum record protection; without { Visi-Shelf File, Inc. MM-6 5 

doors where dust protection is not essen- { 105 Reade Street New York 13, N, Y. € 

tial; or in a combination of both! § Please send the following: t 

i File Survey Form ' 

t Manual on Terminal Digit Filing : 

Send for Record Survey ! Catalog & Name of nearest distributor 5 

° anaes ' 

Form & Terminal Digit DOI cscs adn ta:jnedminaneaew oie 

Filing Manual. Firm Name -.-——— ——--—-~---- 
DRAGOON. <:'tn'tc seen de ita on Una whe 

° ; ' i ' 

No Obligation! eRe eit Waa | 
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THE DARN THING NEVE 


Even customers say the factory builds 
Comptometers too well—they don’t 
wear out. Speed, efficiency and accu- 
racy explain why the machine has 
earned so much business experience 
and office seniority. It’s what they say 
it is—the mightiest little workhorse 
in business. 

The Comptometer has many fea- 
tures and several exclusives that give it 
operating leadership. Operator Safe- 
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guards to insure accuracy; Active 
Ciphers for accurate reading, to men- 
tion a few. There’s Floating Touch 
for operation without tiring and 
Direct Action for instant answers— 
all adding up to low-cost figure work. 


Nobody has yet beat the Compt- 
ometer in the figuring jobs it is spe- 
cially designed to do. To have this 
statement proved on your work, or if 
you only want a question answered, 


COMPTOMETER: 


tol 


(Circle 726 for more information) 





WEARS OUT 


look up the Comptometer representa- 
tive in the Yellow Pages. Or fill out 
and send the coupon below. 


FELT & TARRANT Mfg. Co. \ 
1712 North Paulina St., Chicago 22, Illinois 
| 
| 


Gentiemen: Without cost or obligation 
| want more information about the new Comptometer 
Please arrange an office demonstration 
Please arrange a free office trial 


Name 
Company 


Street 


Other products: THE COMPTOGRAPH®) CALCULATING-ADDING 
MACHINE and the COMPTOMETER® DICTATION MACHINE 
Offices in principal cities and throughout the world 


| 
| 
City Zone State I 
| 
| 
| 


store itself. Most of them have been 
held on a twice-yearly basis, in January 
and October. 


iA 


J EDUCATION \ ess C5 atostin— 


in-plant monthly seminars 
keep supervisors up-to-date 








A monthly seminar at Lunn Lami- 
nates, Inc., Huntington Station, N.Y., 
keeps supervisory personnel abreast of 
the latest developments in the company 
and the reinforced plastics industry. 

The seminars were started because 
routing magazines and newspapers to 
key personnel only solves part of the 
problem of keeping them up-to-date. 
Many are too busy and don’t know 
what to read or how to apply this use- 
ful information to their specific jobs. 

In these monthly meetings, new ma- 
terials and new processes that have 
come to the Evaluation Section are re- 
viewed. The latest data from various 
periodicals is discussed. In addition, 
a complete review is made of the re- 
search and development projects on 
which Lunn laboratory is working. 
This keeps the top personnel abreast 
of what’s going on at Lunn and also 
provides a broader concept of what’s 
happening in the industry. 

After the meeting, a question and 
answer period follows which gives 
those present an opportunity to expand 
upon various points discussed and to 
understand the subjects better. 


iA 
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California company shares 
information with employees 








The Republic Supply Company of 
California finds that sharing manage- 
ment information with employees is 
good business. As a regular policy the 
firm holds a series of annual meetings 
to discuss the financial report, company 
plans, and management policies. 

The reason for the policy is the firm’s 
belief that employees work more intel- 
ligently when they know the problems 
the firm must work out through their 
functions, and also what the financial 
score, as an index of progress, shows. 
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Copies of the annual report and 
questionnaires are issued in advance. 
Questions may be anonymous if de- 
sired, and they cover future plans, cur- 


| 
| 
| 
| 
| 


rent progress and almost everything | 
else from depreciation to expense ac- | 


counts. 

This policy of sharing management 
and financial information, according to 
management, has developed a high de- 


| 


gree of understanding and mutual con- | 
fidence between executive and opera- | 


tion personnel and has been reflected 
in better service to the trade and much 
higher profits. 
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Group dental plan pioneered 
by health insurance employees 


At an average cost of two and a half 
cents per wage hour, Group Health 
Insurance, Inc. has enrolled its 104 
employees and dependents in a newly 


developed Group Dental Insurance 
Plan. 
Among the company benefits re- 


ported are reduced absenteeism and in- 
creased efficiency. The anguish of dental 
disease, which is often complicated by 
the inability to meet the cost of correc- 


tion, has been alleviated, resulting in 


better operating employees. 

More than 3,700 dentists in the New 
York area participate in the plan. Em- 
ployees select a dentist from the di- 
rectory, in many cases the one they al- 
ready use, and make their appointments 
for initial examination. 

The dentist makes a thorough exam- 
ination, including X-ray; corrective 
action and a prophylaxis follow. Fami- 


lies having incomes of $5,000 or less get | 


full coverage. In other words, partici- 
pating dentists take GHDI’s fee in full 
payment for services covered and ren- 
dered. For those having incomes of 
more than $5,000, GHDI still pays the 
same fees, but the dentists are per- 
mitted to charge their usual fees, which 
can mean additional payment by the 
subscriber. 

After an employee receives any serv- 
ice, he signs a claim form prepared by 
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@ One of a series of offices designed and decorated for Art Metal by W. H. Prenuce, Ine. 
































Art Metal does the whole job...superlatively 


Whether in the private office of a presi- 
dent or board chairman, the general 
offices of the nation’s largest businesses, 
or the modest one-man office... Art 
Metal combines the pleasing appearance 
of a modern business home with the 
functional efficiency of a well-planned 
work center. 

Art Metal is prepared-—to an un- 
equalled degree—to do the whole job. 
With desks, credenza units and tables 


SEND TODAY for your copy of 
Art Metal’s famous 96-page handbook, 
“Office Standards and Planning” 
Art Metal Construction Company, 
Jamestown 4, New York. 


(Circle 708 for more information) © ary METAL CONSTRUCTION CO. —195€ 





smartly styled, built to exemplify the 
finest modern casemaking art in steel, 
and organized with accessory equipment 
to meet individual working needs. 
Office chairs combining correct posture 
seating with top-quality construction 
and attractive coverings. Modular 
equipment which gives more room 
per worker, yet puts more workers in 
the same area. 

And with the most complete lines 


Address 








of fine equipment ever developed 
for general and executive offices, Art 
Metal brings you a nationally recog- 
nized Office Planning Service. This 
service can be as broad or as detailed 
as you want, and it is available with- 
out charge. 

Look up your local Art Metal dealer 
or branch office in the Yellow Pages 
under ‘Office Equipment’’, or write us 
for name and address. 


For 68 years 
the hallmark 
of the finest 
in office 
equipment 
and systems. 








Now-Invincible offers 


New square-edge metal desks and 
auxiliary units have modular design 
for unlimited combinations 


As easily as you once joined building blocks, 
you can now create executive, professional and 
general offices to meet every working space or 
situation need. You custom-plan complete “effi- 
ciency centers” with Modernette desks, auxil- 
iary units (with typewriter height optional), 
tables, separate tops... all available with 
square edges for perfectly flush unit-to-unit 
alignment. All 
some finishes which add functional beauty — 


in a choice of several hand- 


and a more productive atmosphere — to any 


office. Famous Invincible features are found 


throughout — the superb steel construction, the 


Manufacturers 

of complete line 
of desks, auxiliary 
units, chairs, files 
... business engi- 
neered for better 
business living 





INVINCIBLE 


Metal Furniture Company e« 
In Canada: A. R. Davey Company, Ltd., Factory Representative 


greatest flexibility in 
office planning 


SS 


WIDE VARIETY 
OF UNITS 


IN GLORIOUS 
COLOR TOO! 


smart contemporary styling, the silent 
ing drawers in all desks and files. 

On your letterhead, write for a colorful bro- 
chure of this complete new line for maximum _ 
flexibility in office planning ... it’s free with- | 7mm 


out obligation. Or see your Invincible dealer. 


Manitowoc, Wisconsin 


174 Bedford Road, Toronto 5, Canada 
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the dentist. Payment is made to the. 
dentist 
received. 





within 48 hours after it is 


For more information, circle number 
828 on the Reader Service Card. 
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New literature of 
interest to management 


Five Basic STEPS IN HIRING 
DESCRIBED 1N PAMPHLET 


“How to Hire Office Personnel,” a 
new pamphlet just published, outlines 
in detail the five basic considerations 
in checking applicants for office jobs. 
Recruiting, Screening, Testing, Refer- 
ence Checking, and Interviewing are 
covered and describe the best efforts an 
employer can put forth to assure him- 
self of employing the best possible per- 
son for the job. 


For a free copy, circle number 
829 on Reader Service Card. 


EDUCATIONAL TESTING CATALOG 
LISTS GUIDANCE SERVICES 

A comprehensive catalog lists more 
than 700 tests, guidance booklets, read- 
ing development materials, and com- 
plete services of a consulting and survey 
firm. Complete with a glossary, booklet 
guide, and a table of contents, the new 
catalog, utilizing the theme “Progress 
in Education,” is divided in seven sec- 
tions. New tests, booklets, and services 
are outlined for the reader. Complete 
descriptions of all items, not just list- 
ings, and suggestions for setting up read- 
ing and guidance programs, are given. 


For a free copy, circle number 
837 on Reader Service Card. 


*“*PUSH BUTTON” CARD FILE 
SIMPLIFIED RECORD KEEPING 


An illustrated folder presenting the 
operating advantages of an automatic 
degree-day filing system for fuel oil dis- 
tributors has just been released. This 
system introduces an entirely new con- 
cept of record-keeping that eliminates 
duplication of files, simplifies office pro- 
cedure, expedites scheduling and deliv- 
eries, and reduces costs in both inside 
and outside operations. It is based on 
a “push button” card file. 


For a free copy, circle number 
836 on Reader Service Card. 
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“...men and machines don’t 
work in a vacuum. Though 
you may saturate your Work 
Stations with skilled workers 
and modern tools, they can 
produce efficiently only when 

- ‘community’ factors like traffic 
control, and adequate lighting, 
and proper communications — 
and even creature comforts — 
are properly integrated.” 


PLANNING IDEAS 
IN THIS ISSUE 


Bulletin board solves office 
reference problem: A handy 
built-in bulletin board helps 
executive keep track of cur- 
rent projects 


Color coded hats identify 
new employees: A special 
colored hat tells older em- 
ployees when a new man is in 


PLANNING A RESEARCH CENTER 


A guide for decision makers in building, staffing, and budgeting 


Guus Industrial research is 
growing. Over 70% of all industrial 
firms have their own research organi- 
zations, and three quarters of these 
firms employ fewer than 500 persons. 
From 1940 to 1953, research manpower 
has doubled. In the same period, ex- 
penditures for industrial research have 
quadrupled. 

Whatever the aims, any research 
program must justify itself. Specifi- 
cally, industrial research should reduce 
production and operating costs, in- 
crease the salability of the product, 
and at the same time, open up new 
fields by providing information for the 
development of additional products. 


Budgeting for research 


Statistics show that most companies 


by C. B. Wigton 
Wigton-Abbot Corporation 


spend about 55% of their money on 
present products, 40% on new prod- 
uct development, and use about 5% 
for research not definitely assigned to 
a product or project. 


The answer to “how much should it 
cost?” is different for each company. 
But there is now a wealth of informa- 
tion to serve as a guide. Results of 
several surveys reveal the following: 


> What you spend for research depends largely on 
what business you are in, and to a lesser extent on 
the size of your company. 


> If you are in one of the highly technical fields (in- 
struments, aircraft, drugs, chemicals, machinery), you'll 
be paying not less than 2% of net sales for research 
just to keep up with the average. 


> Drug companies spend over 5%, of their net sales 


on research, and are among the most lavish research- 
ers of all types of firms. 


> Petroleum companies support about 5%, of all re- 
search workers. 


> Aircraft and aircraft parts makers invest up to a 
sixth of their net sales in research. 


> Big companies spend between 5% and 6%, of their 
sales on research. 


> Smaller companies, with a professional staff of 50 
or less, spend over 1.5%. 


> Industry has been spending about $15,000 per year 
on supporting the professional research employee. 


> The average company invests $800 to $1,000 in 
capital improvements for each of its professional re- 
searchers. 


The building and the location 


As soon as a budget has been ap- 





ATTACHED VS. DETACHED RESEARCH FACILITIES 
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dangerous factory area 


Air cooled cars boost sales- 
men’s efficiency: Texas firm 
beats heat and fatigue prob- 
lem by air conditioning sales- 
men’s cars 
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The attached research facility of the Continental Oil Company 
at Ponca City, Okla., was built only after the completion of five 
separate studies. The rectangular structure was attached to the 
existing engineering and administration building by a common 
building, and into the main circulating passage leading to the 
research facility. 

The addition permitted a saving of $100,000 to $300,000 over 
the cost of establishing a separated research facility. All services 
required for the addition are available from the existing building 
or from nearby mains. The new research facility was designed to 
permit further expansion without interference with the present 
operations at the laboratory. 


This detached research building was selected by Norwich Phar- 
macal Company at Norwich, N.Y., after six studies revealed that 
the multi-storied building required for attachment to the existing 
office and manufacturing unit would demand a more costly type 
of construction than that required for this one-story separate 
structure. Construction was planned for orderly expansion without 
interference with current research operations. If the new facility had 
been built adjacent to the existing Norwich facilities, expansion of 
the research laboratory would have been impossible without de- 
molition of existing buildings. The saving in elevator, stair well, 
toilet and locker facilities offered by the single-story structure was 
another strong factor in its favor. 
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Central Life Building, Des Moines, Iowa, Wetherell & Harrison, Architects 


MORE THAN A MILE OF MILLS MOVABLE WALLS 
throughout the Central Life Building provide 
complete space control of all its interiors. Floor 
plans of tenant-occupied as well as Company-occu- 
pied areas are entirely flexible, because Mills Walls 
can be taken down and relocated —quickly, easily 
and economically —whenever changes in space 
requirements make new office layouts advisable. 


Write for the informative new Mills 
Movable Walls catalog—it’s a prac- 
tical work book on space control. 
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Mills Walls combine this efficient mobility with 
structural stability and architectural design. Fully 
insulated and soundproofed, they are available in a 
wide variety of attractive styles and colors. Their 
baked-on enamel finishes require no maintenance 
whatever except ordinary soap-and-water washing 
to keep them looking always fresh and new. 
THE MILLS COMPANY, 921 Wayside Rd., Cleveland 10, Ohio 


METAL WALLS 
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HOW TO ATTRACT 
QUALIFIED 


The caliber of the professional person- 
nel is the most important single factor 
in the success of any research depart- 
ment. Without qualified and creative 
professionals, even the best facilities 
and supervision will fail to produce the 
expected results. 

Properly planned research facilities 
help attract qualified personnel, and 
they help retain them by keeping mo- 
rale high. Proper location and physical 
plant advantages accomplish this. 

Scientists don't in a_ scientific 
vacuum. They need access to profes- 
sional facilities, scientific society meet- 
ings, and all the other functions by 
means of which they keep themselves 


live 








proved, the next step is planning the 
physical research facilities. A research 
laboratory is one of the most complex 
of modern buildings, and ust be 
planned to service future needs as well 
as present ones. 

Usually one of the first decisions to 
be made is whether to erect the re- 
search building at a main plant site, 
or at a separate location. In a few 
cases, this is decided by circumstances. 
Lack of enough of the right kind of 
space, safety or zoning laws, or a short- 
age of facilities may rule out building 
at the plant site. If there is a choice, 
these factors must be considered: 


1. What about the next expansion? 
Will it be possible to add to the re- 
search development in the future? 


2. Is the site adequate for the type of 
structure required? Does it help reflect 
progressive spirit of the company? 


What the building contains 


Once the site has been decided upon, 
and the direction of the research has 
been set, it becomes the expert’s task 
to decide will be 


what facilities 
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abreast of ihe progress in their fields. 
One of the big considerations in locat- 
ing a research facility, therefore, is the 
availability of other research and edu- 
cational centers. 

They don't live in a social vacuum, 
either. The proposed research facility 
must have reasonable access to ade- 
quate housing, schools, religious, and 
medical facilities. 

The ‘fringe’ requirements of living— 
transportation, utilities, roads, shop- 
ping, and entertainment—should be 
another consideration in site planning. 
The advantages of ‘‘better living’ can 
often offset higher salaries and reduce 
costly turnover. 











needed, and how to supply them eco- 
nomically. No matter what the nature 
of the research, any laboratory will 
need offices, reception and conference 
spaces, shipping and storage spaces, 
communications systems, a library, and 
first aid facilities. Many will also re- 
quire dining space, and some, even 
dormitory space. 

Where, what and how to provide the 
required scientific facilities are differ- 
ent for each firm. High pressure or 
temperature spaces, facilities for work 
with radioactive materials, cold spaces, 
controlled temperature, humidity and 
sound, all call for the experience of an 
expert for their proper design and lo- 
cation. The design must stem from a 
thorough understanding of the nature 
of the research, and what is to be ac- 
complished by it. 

The research laboratory must be 
planned around its function. Working 
within the confines of technical re- 
quirements, the specialist must provide 
a research laboratory that reflects upon 
the company the best possible appli- 
cation—for the future as well as for the 
present—the use of technical and artis- 
tic training. m/m 
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It Is A Reflection of personal- 
ity .. . tangible evidence of taste, 
company background and way 
of doing business. 

Recognizing the importance of 
a good office, those who planned 
it gave careful thought . . . fine 
equipment of course, by Secur- 
ity, plus those details of arrange- 
ment which insure efficiency and 
pleasant working conditions. 


I 

| SEND TODAY, on your let- 
| terhead, for a folder in full 
| color showing the 4 superb 
| lines—Crestline—T.D. Series 
| —4 Leg Line—Versa Line— 
1 and the Security Plan Rule 
| which will help you greatly, 
| in doing a fine new office or 
| rearranging now, for greater 
| efficiency and satisfaction. 
as 





A Sou fee Chewnl, flat Ygypen 


In developing a better office 
the Security Plan Rule is invalu- 
able. For this simple, but in- 
genious device helps you get on 
paper, each necessary detail, 
even down to the space for ‘‘door- 
swing.” We shall be glad to send 
you a Plan Rule . 
with complete illustrated bro- 


. together 


chure in color . . . if requested 


on your letterhead. 


J ee 

= 
SECURITY STEEL EQUIPMENT CORPORATION 
515 Middlesex Road, Avenel, New Jersey 


Please send me your full color brochure and your Office 
Plan Rule. 





~ 
. 
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Company __ : cosidaeessdehciaieseinsenaiaia ince 
Address_ xe 

City Zone____State___ 
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Weldwood Paneling is Beautiful — 
even to the Treasurer 


Today, the practicality of wood pan- 
eling in offices seems to mean almost 
as much as the beauty. For, wood 
paneling ends annual redecoration 
time, costs and upset. Cuts main- 
tenance, too. 

All that walls of wood require to 
keep their distinctive beauty is an 
occasional waxing. And although 
the initial cost of wood paneling is 
higher than a routine paint job, 
Weldwood paneled walls are guar- 
anteed for the life of the installa- 
tion, and will give years of low 
maintenance 

Weldwood paneling on walls im- 
proves office morale . . . provides a 
better place in which to work... 


and adds warmth and dignity to 
anybody’s office. Fine Weldwood 
hardwood paneling is available in a 
wide range of woods, from familiar 
species like walnut, oak, birch and 
maple to exotic imports and spe- 
cialty woods like Korina’, bass- 
wood and Samara*. (Satinwood was 
selected for the John Hancock Build- 
ing, shown above; Architect: Cram 
& Ferguson; Contractor: Turner 
Construction Co.) 

You ought to find out what 
Weldwood paneling can do for your 
offices. Send the coupon today for 
full information, or visit any of our 
87 offices in principal cities. In 
Canada: Weldwood Plywood, Ltd. 


‘=. Weldwood’ PANELING 


A product of 
UNITED STATES PLYWOOD CORPORATION 


Weldwood—The Best Known Name in Plywood 


United States Plywood Corporation 


* TRADEMARK 


55 West 44th Street, New York 36, N. Y. 


Gentlemen: (  ) Please send complete information on Weldwood Paneling for 
commercial interiors and complete information on Weldwood 


Movable Wood Partitions. 


( ) Please have salesman call. MM6-56 


ee | 


ee 
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THE MAN 


Jerome Taishoff 
President 


THE COMPANY 
Mycalex Corp. of America 


pert tereeerts* 


where they 


THE OPFPICES 


INVALUABLE ANTIQUES are the basis 
of Mr. Taishoff’s private office. He 
felt that since the majority of his 
waking hours were spent in his of- 
fice, he would like to surround 
himself with choice pieces from his 
extensive collection of 18th Cen- 
tury antiques. He wanted his office 
to provide an atmosphere which 
would make it a pleasant place for 
him to work and receive visitors. 

His desk is an old “partner’s” 
desk, with identical drawers on 
each side. Lamps are old cathedral 
candle sticks; ash trays are English 
silver “pap boats.” Antique tea 
caddies serve as cigaret boxes, and 





MANAGEMENT METHODS 
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work 


SUCCESSFUL MEN 





a wine cooler is the telephone 
stand. A 300-year-old bracket clock, 
which still keeps perfect time, helps 
him maintain his busy schedule. 

The walls are all paneled to du- 
plicate the finest 18th Century in- 
teriors. He selected one of the 
western pines, a knotty grade Idaho 
white pine, to serve as an effective 
foil for the mahogany Chippendale 
furniture and paintings. The wall- 
to-wall carpet is light cocoa, the 
curtains are of gold brocade, and 
the furniture is upholstered in rich 
dark reds and greens. 

The list of priceless pieces reads 
like a museum catalog. His sculp- 
ture includes two Rodin bronze 
heads; his paintings include two 
Corots and a Reynolds. Genuine 
Chippendale pieces abound, with 
a Hepplewhite desk and a number 
of George II chairs. The small ac- 
cessories throughout are in keeping 
with the over-all atmosphere of the 
room, even including a number of 
rare first editions. m/m 
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BUY 
the OFFICE of TOMORROW 
... FPODAY 








An Arnot-equipped office is as 
adaptable to today’s needs as it is to 
tomorrow's expansion problems. 


Arnot furniture and partitioning 
components tailor-fit the work-station 
to the worker and to the available 








floor space ... their unique flexibility 
allows for future change and changing. 


From a single inventory of Arnot 
components, your Arnot dealer can 
supply you with PARTITION-ettes** 
and Modular Furniture, OFFICE-ettes?, 
conventional desks and tables, 
conference and overhang desks, 








executive office furniture, bookcases 
and storage units—all this in 
either STEEL or WOOD. 








ay Of Lif, a 
anew WAY OF life in the office ¥™ 
/ 


PARTITION. ettes 





and OFFICE-ettes* 


Dept. 66 


AETNA STEEL PRODUCTS CORPORATION 
Arnot-Jamestown Division 


730 Fifth Avenue, New York 19, N.Y. 
Gentlemen: To receive this colorful 
brochure showcasing 
Arnot Modular Furniture, 
PARTITION-ettes and 


OFFICE-ettes, fill in 


I'd like to know more about the Arnot furniture com- 
ponents and PARTITION-ettes and receive literature. 




















NAME TITLE— and mail coupon. 
FIRM NAME 
ADDRESS 
CITY ZONEW.... STATE 
(Circle 707 for more information) 
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How XEROGRAPHY 
cuts duplicating costs *10,000 a year 


SPEEDS PAPERWORK 
for the 
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The LURLINE, Matson's world-famous luxury liner. 


The Matson Navigation company is an oldtimer on the West 
William Matson 


charted his initial voyage, and his company’s course, to 


Coast. Seventy-three years ago Capt. 


Hawaii. Today 18 modern freighters ply between there and 
the mainland, and the luxury liner Lurline is also on the 
Hawaiian run. Four company hotels dot Waikiki Beach, and 
a subsidiary carries cargo to Australasia. 

For such extensive operations, much paperwork is nec- 
essary. Duplicating essential documents was once a major 
bottleneck, and many other items were balked entirely by 
prohibitive production costs. Today, all is different. Though 
everything is wanted in a hurry, versatile xerography—the 
clean, fast, dry, electrostatic method of copying—delivers 
on time and often ahead. 

Convenience and flexibility make xerography a highly de- 
sirable production aide. Matson uses it daily for 12 depart- 
ments, producing every type of informative bulletin from a 
two-person freighter passenger list to a 300-page manage- 
ment report. Estimated savings exceed $10,000 a year. 

Versatile xerography provides the solution to your copy- 
ing needs. Originals may be enlarged, reduced, or copied 
same size. Masters may be prepared from opaques or two- 
sided copy. Let us show you with facts and figures how 
xerography can cut your duplicating costs for all types 
of paperwork. 


2, 
Write for ‘‘proof of performance” folders showing how 
xerography is saving time and thousands of dol- 
lars for companies of all kinds, large and small. 


THE HALOID COMPANY 
56-6X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


( ZE-ROG-RA-FEE) 
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DO YOU KNOW... 


Xerography copies onto 





paper masters and 
metal plates for 


OFFSET 
Duplicating 


Copies onto 


translucent inter- 


mediates for 
DIAZO 
Printing 


Copies onto 
masters for 
SPIRIT 


(and other fluid-type) 


duplicating 
@ 


Copies 
HALFTONE 
& LINE 


subjects onto paper 


masters for offset 


duplicating 
* 


UP TO 
EIGHT 


COPIES 
including a paper 
master or translucent 
intermediate can be 
made from one xero- 
graphic exposure 





® 


The fastest, cheapest, most versatile way to make masters for duplicating 


(Circle 730 for more information) 




















Bulletin board 
solves office 
reference problem 


A handy place in his ofhce to keep 
current 
printed, or fabric, was the need of 
Henry Rose, sales manager of F. 
Schumacher & Co., New York fabric 
manufacturer. Because his office served 


material, either written, 


as a conference room and nerve center 
of the business, all current projects such 
as fabric lines, branch office data, pro- 


motional material, advertising sched- 
ules, and publicity releases were items 
of recurring everyday interest. 

In designing his office, Mrs. Virginia 
C. Dick, A.I.D. installed a built-in bul- 
letin board and shelf unit from ceiling 
to floor. Making use of a jutting wall 
near the windows, she created a lighted 
bulletin board which solved the mem- 
oranda problem and _ was accessible 
with a turn of his swivel chair. 

A heavy molding of coral painted 
wood conceals a trough light across the 
top. A wood ledge, desk high, has 
storage space below it for magazines, 
pattern books and other bulky items. 


Color coded 
hats identify 
new employees 
As a safety measure, specially painted 
white helmets are required wearing for 


all new employees during their first 30 
days on the job. After a month at the 





NEW BOOK STAND, 


with Self-Leveling Top 


_ LEVELS ALL PAGES! 


You read with 
ease from the 
ABC’s thru 













Automatically levels 
pages, keeps them float 
anywhere in the book. 
Takes smaller 
volumes in 

sets for 
simultane- 

ous use. 


See your dealer t 
or write for 
literature 


TIFFANY STAND CO. 


7350 FORSYTH ST. LOUIS 5, MO 











(Circle 762 for more information) 


with scuff-proof, noiseless, 
self-leveling fiber glass base 


If your secretary is a jewel 
she deserves a chair like this. 


POSTURE 
CHAIRS 


SS 


THE STURGIS POSTURE CHAIR COMPANY 
Sturgis, Michigan 

See your Sturgis dealer or write for 

General Sales Offices, 154 E. Erie St., Chicage 


Vide ) 
Illinois 








(Circle 759 for more information) 


MANAGEMENT METHODS 


Duquesne Works of United States 
Steel Corporation near Pittsburgh, 
Pennsylvania, new workers graduate to 
the same brown helmets worn by their 
fellow workers. 

If, for example, a newly hired em- 
ployee wanders too close to the front 





of an open hearth furnace after metal 
has been poured, older workers rec- 
ognize instantly that he shouldn’t be 
there, and warn him of the danger. 

Since the new program was inaugu- 
rated in 1955, there has been a con- 
siderable dip in accidents among new 
employees—almost to the vanishing 
point. 

For more information about safety 
helmets, circle number 839 on the 
Reader Service Card. 


Air cooled cars 
boost salesmen’s 


work efficiency 


Automotive air conditioning is 
credited with phenomenal improve- 
ments in sales efficiency and morale by 
Morton Foods, Dallas, Texas. Since 
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Better Built for 
Better Business 


Neor You 


EEL EQUIPMENT INC. 


Aurora, Illinois 


-There’s an ASE Dealer 








Rich, new executive colors . . . Ebony, Sea Gray and 
Bronze Tan... create an air of dignity, elegance and distinction in your executive 
office. New, modern desk top materials, Linoleum, Textolite and Formica in plain 
colors and patterns. Colorful homespun upholstery fabrics enrich the chairs in 
your executive office. 


The large desk top has more work space and it doubles as a conference area with 
all your data close at hand. ASE executive furniture combines facilities for efficient 
organization, ready accessibility of records, maximum working comfort, impres- 
sive appearance and modern efficiency. 








au ss 


(Circle 705 for more information) 
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A desk can be more than a place at which to work. 
It can be an important aid to getting work done 
easier and more efficiently. This Shaw-Walker Work- 
Organizer Desk is working proof of that fact. 
With a Shaw-Walker desk you make a clean 
sweep of clutter and confusion. Drawer interiors— 


oeeeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeene 


Telephone in the desk drawer! Just one of many 
revolutionary advances that eliminate desk clutter 
for the man behind a Shaw-Walker desk. 








Y Tiina Mr. Bell should see! 


including place for telephone*— 
organize everything from paper 
clips to records. 

Actually a Shaw-Walker 
Work-Organizer Desk has an in- 
genious ability to lend a hand 
—you find working materials 
without hunting. Use it just one week and you’ll be 
amazed at how much smoother the day’s work goes. 

See what’s new in other time-saving, space-saving 
office equipment; get 292-page illustrated ‘‘Office 
Guide.” Free, when requested on business letterhead. 
Write Shaw-Walker, Muskegon 83, Mich. 


eeeeeeneeeees 


* In some cities the phone company hesitates to install phone in drawer 
but will do so when shown our Simplified Plan. 


GHAW-WALKER Largest Exclusive Makers of Office Equipment 


Muskegon 83, Mich. Representatives Everywhere 


(Circle 757 for more information) 

















last July, when the company equipped 
salesmen’s cars with air conditioning 
units, sales have increased at least 25%. 

Salesmen drive as much as 200 and 
300 miles a day the year round. Be- 
fore air conditioned cars, most of them 
would find it necessary to go to hotels, 
take showers and change clothes in 
each town prior to making any calls. 
Last summer, with the air conditioned 
cars, they arrived at their destinations 
fresh and ready for work and, of course, 
they made more calls each day. 

Installations in tractor cabs have had 
a similar effect on drivers. Road driv- 
ers now cover more territory in iess 
time than before the tractor cabs were 
air conditioned. The innovation is 
also reflected in the safety record and 
a virtual moratorium in summer per- 
sonnel turn-over. 


For more information, circle num- 
ber 834 on the Reader Service Card. 


New products 
for work center 


application 


Catalog serves as guide 
for industrial maintenance 
Primarily designed as a complete buyers 
guide for engineers in charge of industrial 
maintenance, a new 48-page catalog lists 
highly specialized paint coatings to resist 
alkali, acids, oils, grease, moisture, etc., as 
commonly found in industrial plants. It 
also describes waterproofings, roof coatings, 
caulking compounds, floor patching, etc. 
For a free copy, circle number 832 on the 
Reader Service Card. 


Self-contained air conditioning 
systems described in booklet 


Development and use of self-contained 
central station air conditioning are covered 
in a new 36-page booklet. Entitled “Why 
RK?’”, the two color, illustrated book traces 
the history of comfort cooling in non-tech- 
nical terms from the days of the Romans. 
It discusses the evolution of present-day 
techniques, culminating in a single com- 
pact device which contains in one casing 
all of the elements of a central air condi- 
tioning plant up to 60 tons in cooling 
capacity. 

For a free copy, circle number 833 on the 
the Reader Service Card. 


MANAGEMENT METHODS 





Smith’s 
OPNWINDO 
Steel Guides 










The only guide that stays firmly in place on 
acetate cover sheets in your sales manuals, 
catalogs 
and easily if you want to change the index- 
ing. Enables sales personnel to find instead 
of fumble 


etc—yet can be moved quickly 





Hundreds of other office 


uses to save time, im 





prove filing. Available in y \ 

| ort 2» 
1” or 2° widths; packed Buroriwrtiiow Bomrir 
25 to box with labels in 1 


strips for easy typing ‘on 
a 


Also alphabetic labels to 
200 subdivisions 
0) 
PeAttaching guide 
See your office supply dealer or write 


a 





CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


me Ue ee 
of time-saving signals and indexes 
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You Get Things Done 





BOARDMASTER VISUAL CONTROL 


Graphic Picture of your operations 
—spotlighted in color. You see 
what is happening. Saves you 
time, prevents errors. Simple and 
Flexible. Easy to operate. Write on 
cards and snap in grooves. Ideal 
for Production, Sales, Scheduling, 
Inventory, Etc. Made of metal. 
Compact and attractive. 


Full Price $44950 with Cards 
| FREE 24-PAGE BOOKLET NO. M-400 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N. Y. 


(Circle 771 for more information) 
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QUESTIONS and ANSWERS 


ABOUT THE 


FIRST AWARD/ 
BEST IATEGRATED GERLRAL OFFIC LS 


SLmUTRL ANG COMPARY 


OFSENEES WURSIER GtBReEe! ane (rmmMS 


Editor's Note: We have received a number of 
letters in regard to the 1956 Awards. Since the 
pattern of questions has been fairly consistent, 
some are repeated below, with the answers. 
written 


Q. Should our explanation go into 


costs, efficiency figures, and other pertinent 
statistics? 


A. Whenever these figures are available they 
should be included. The Entry Blank provides 
a check list, for your convenience, of factors you 
should try to cover. 


VY. Do you want to emphasize the appearance 
or the efficiency of the offices entered? 


A. When it comes to a “best place to work,” 
each is important. This does not mean that an 
office must be expensively decorated or “high 
style’ in order to win. 








Q. What are the basic factors used in judging | 


the winners? 


A. Four general criteria were applied by the | 


Judges in selecting last year’s winners: space 
layout, workability, human relations factors, and 
decor. 


Q. Did any small firms win Awards last year? 


A. Ten awards were made in 1955. Six of these 
went to small companies. 


Q. Will the material we send with our entries 
be returned? 


A. We reserve the right to hold photographs 
temporarily. Many of the non-winners had 
their entries published in MANAGEMENT 
METHODS Magazine in months following the 
contest. Material will be returned whenever it 
is specifically requested by the entrant. 


| See page 48 for full details, 


or circle number 840 on the Reader Service Card. 








They COULD take the mystery 
out of I.D.P. 


These executives know something must be done to simplify 
their office procedures and cut costs. They’ve heard a lot 
about Integrated Data Processing and decided to try it... 
but, after many fruitless conferences, they’re stymied. 


They coup take the mystery out of I.D.P. in two steps 


e Read Egry’s new I.D.P. booklet ...it explains in 
simple terms the who, what, where, and when of 
I.D.P. 


e Call in an Egry Systems Counselor . vs he’ll make 
a basic survey and determine how I.D.P. fits into 
their picture. 


Egry manufactures forms for I.D.P. 
machines and systems. If I.D.P. con- 
fuses you . . . unravel the mystery. 
Send for your copy of Egry’s new 
I.D.P. Booklet today. 









The Egry Register Co., Dayton 2, Ohio 
Leipsic, Ohio * Los Angeles, California 


In Canada: Egry Continuous Forms Ltd., Toronto, Montreal 


(Circle.776 for more information) 











ATTRACTIVE, LEGIBLE, 
EASY-TO-USE 


\ me MUMBERED— 


ELIMINATE 
PROPERTY CONTROL 


Headaches! 


There is a remedy, a sure cure, for property control 
headaches caused by inadequately “tagged” furniture, 
fixtures and equipment. Identify with Serially Num- 
bered “AUTOGRAPHS.” Theyre attractive! They're 
legible! They’re easy to use! They stay on the job for 
life on almost any clean surface ...on crackle finish, 
too. To appiy, simply brush solvent on the adhesive 
backing an press into place. Serially Numbered 
“AUTOGRAPHS” can’t mar fine finishes or damage 
precision equipment. Mount them proudly “out-front” 
where they can prove their effectiveness. Try this 
tested remedy for property control headaches! 


a 








METAL 


FEDERAL SOUTH & 16TH 
MASON CITY, IOWA 


(Circle 738 for more information) 


WRITE TODAY 


on your business letterhead for 
“try before you buy” samples. 











NPY ai Tabulating Folk 
FIRST AGAIN \ by WASSELL 


Self indexing (= 


Card System |: PLAs-ta-caro~—: 
a Solid Plastic Tabulating Card : 


: almost indestructible 


Plas-ta-card | vr:x:cceeccce menthol ai 


SELF- Aes 
GUIDE eset eet 


fPeoBA<co co. 


$ v - i 
Ao Tiss, An. co. o 


A (3 MM CYANAMIO CHO- 
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Self-Guides go thru Tabulating Machines—No 
guides to remove! No guides to replace! Make 
your tab cards as fast as the fastest card file. 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


(Circle 768 for more information) 


The characteristics of a 


Survey of executives reveals person- 
ality and motivations — tells what 
and who the good executive is, and 
explains his behavior 


When it comes to executives, 
definitions are hard to come by. 
Labels don’t stick, as a rule, and people keep 
changing the rules. A recent survey by the Young 
Presidents’ Organization tackled the problem 
of better key executive motivations. As a 
by-product of the survey, the organization was 
able to pin-point some outstanding character- 
istics of a good executive. 
Regardless of their training 
and experience within the com- 
pany, they are receptive to new ideas, able to 
adapt themselves quickly to changing conditions, 
and can withstand setbacks without losing their 
drive and enthusiasm. 


In the temporary absence 0! one mem- 
ber of the executive team, other mem- 
bers are equipped to carry on his operations. 


The members of a good 

executive team each build 
their own efficient division of the company with 
a minimum of routine supervision. 


He functions by balanc- 

ing and controlling two 
impulses in essential conflict with each other. 
First, a desire for maintaining, improving, and 
continuing the status quo, for preserving the 
business and for correcting the things that ham- 
per the present functions of the business; second, 
the impulse toward growth, toward developing 
new products, new markets, new kinds of busi- 
ness enterprises more profitable than the ones 
the company already has. 

Who is the key executive? What characteris- 
tics of his behavior, functions, ambitions, and 
drives are different from those of other people. 
The results of the YPO survey can be used to 
draw a composite of the average executive. 


FOLDING TABLET ARM CHAIR 


A CHAIR and a DESK in ONLY 3 INCHES 


This versatile chair has found widespread use in sales conferences, 
training classes, auxiliary school rooms, examination rooms, 
cafeterias, meeting rooms or as extra chairs and writing surfaces 
in offices. The chair can also be used with the arm folded down 
out of the way. And, the amazing thing about this quality 

built chair is that it folds to a thickness of only 3”! 


|) 


| if / —— \ \ lilustrated is 
model = 2317- 
LTA with leather- 
ette seat. Other 
models and sizes 
available. Write 
| for complete 
| pi catalog on the 
The only folding chair backed =e, Seemmere 


is line of folding 
by a 10 YEAR GUARANTEE! chairs 


CLARIN MANUFACTURING CO. 


Dept. 47, 4640 W. Harrison, Chicago 44, Ill. 
(Circle 715 for more information) 
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CUTTING MULTIPLE SHIPPING COSTS 


with STEN-C-LABLS on 
handwritten shipping and billing set 


















Minnesota Mining and Manufacturing Company of Minne- 
sota uses STEN-C-LABLs with a seven part one-time carbon 
shipping-billing set to expedite multiple shipments in all its 
branch warehouses. The STEN-C-LABL is tabbed over the 
customer’s name and address section of the form and all 
data is handwritten by order clerks, including the customer’s 
name and address on the STEN-C-LABL. 

This addressed STEN-C-LABL is then sent to the shipping 
department with shipping copies where as many labels as 
needed for each shipment are imprinted with the STEN-C- 
LABL Squeeze-Feed Applicator. Actual invoicing is done later 
on electric accounting machine equipment. 

STEN-C-LABL is adaptable to any type of billing and ship- 
ping procedure, including manual operations, electric ac- 
counting machines, Teletype, Card-o-type and Flexowriter. 


See your business forms supplier or write 
direct for FREE brochure. 


STEN -C-LABL, INc. 


Inventors of the carbon-backed, tape-edged, tab-on stencil and system 
Dept. MM6,2285 UNIVERSITY AVE., ST. PAUL 14, MINNESOTA 
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INQUIRIES INVITED 





Can we help you—or your firm—print or pub- 
lish, write or edit, any of the following: 


HOUSE MAGAZINES 
ASSOCIATION OR CONVENTION NEWSPAPERS 
ANNUAL REPORTS 
COMPANY HISTORIES 
BOOKS OF PROCEEDINGS 


Management 
wholly-owned 


Publishing Corporation, a 
subsidiary of Management 
Magazines, Inc. (publishers of Management 
Methods) is now staffed to assist companies 
or individuals with problems requiring a high 
degree of professional publishing skill. The 
full editorial and technical resources of our 
parent company are available on a service fee 
or participation basis. 


For more information, phone or write: 


RICHARD R. CONARROE 
Director, Editorial Development 





MANAGEMENT PUBLISHING CORP. 


22 West Putnam Avenue Greenwich, Connecticut 
Phone GR. 8-7330 


VEEDER-ROOT 


VARY-TALLY 


gives you as many counters 
as you need for control 
of product-uniformity 
















Production figures by 
types of units . . . compara- 
tive test results . . . inven- 
tories, estimates, traffic and 
quality control checks. . 
basic business data of all kinds is readily obtained with 
Vary-Tallies that are assembled to your 
exact needs. Spacious key on each counter 
makes “keyboard counting”’ easy, fast, ac- 
curate. For bulletin and prices, write: 


VEEDER-ROOT INC. 
HARTFORD 2, CONN. 






= ~ saad ~ 


% & : & — ~<a 
“the Name that Counts’ 


(Circle 765 for more information) 
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The characteristics of co GOOD EXECUTIVE 


more responsibility than any job he has 
previously held. 


More likely than not, he has come up from 
the ranks within the company. 


He has less education than his president, 
and he feels defensive about it. 


== 


He is older than the president, although he 
has held his present post for only about 
three years. 


He looks forward to making a long-time 
career in his present company. He knows 
the chances of his becoming president are 
small, but is ambitious to expand the scope 
of his present job by helping his company 
to grow. 


a a 


His present salary is about $13,200 yearly. 
Although he has succeeded in the business 

" world faster than he expected to, he expects 
to earn a materially greater amount in the 
future, and the chances are one in three 
that he is actively dissatisfied with his pres- 
ent income. 


Executive drives and fears 


The survey also led to some interesting con- 
clusions of what the executive thinks about him- 
self, his job, and the psychological drives that 
motivate his actions. Most key executives have 
a sneaking suspicion that they are really not 
quite good enough for their present jobs. The 
continuing need to reassure himself about his 
own competence is a major factor in maintaining 
the drive that continue to produce business ac- 
complishments. 

Most executives crave the satisfying experience 
of accomplishment. The feeling of personal sat- 
isfaction and gaining the esteem and respect of 
his fellow executives, the boss, and his subordi- 
nates, are his basic rewards for good performance 
on the job. 

Executives criticize their president most be- 
cause of his inability to voice his deepest con- 
cerns about really important company or per- 
sonal matters, although he expects his execu- 
tives to act as if they understand what these 
concerns are. m/m 


He is currently holding a job that carries 
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FLOOR PAINT 





FACTORIES 


Decorates and preserves in- 
terior and exterior concrete 
floors, patios, primed wood 
porches and decks. Dries 
dust-proof in 40 minutes, 
walk-proof in an hour, traffic- 
proof overnight! Fast, easy 
application with brush, roll. 
er, floor brush. No special 
washes or etching needed. 
Nonflammable! Eight popu- 
lar colors that wear like iron, 
last for years! 


SHIPPING AREAS 








FREE 62-CHIP COLOR CHART 
Features Luminall Concrete Floor Paint, 
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®" Guaranteed by» Satin Luminall and Ready-to-Use Luminall 
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siding. Write today for your free copy. 
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Chicago firms save man hours with 





New Baltimore Business Form 


New form does work of four! Top 
executives of 3 Chicago firms, repre- 
senting manufacturers, called in their 
Baltimore Business Forms specialist 
to solve an operating problem. To- 
gether they came up with a plan to 
slash costs. The Baltimore Business 
Forms specialist designed a form that 
combines four steps in one. 

Since these firms carry no stock, 
they have to acknowledge the order— 
place the order with the manufacturer 
they represent—bill their customer— 
and finally file a record of the sale for 
sales analysis work, reordering, etc. 
In the past each of these steps, dic- 
tating and typing, was done sepa- 
rately. Now one typist handles all 


jobs at once. These forms are designed 
so that only the information pertain- 
ing to the specific receiver goes on 
his copy. 

It takes experienced ‘‘system- 
planners’? to produce money-saving 
results. Baltimore Business Forms 
has a competent staff of experts who 
have satisfied thousands of business 
houses. And because this line is 
complete, you get unbiased recom- 
mendations along with unmistakable 
proof that your business form prob- 
lems can be solved. 

Write for free samples to: THE 
BALTIMORE BuSINESS ForRMs Co., 
Dept. A, 3142 Frederick Ave., 
Baltimore 29, Maryland. 


The Baltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 
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Whiteprinter attachment produces 
diazo duplicates of microfilm 








A new accessory, operates in conjunction 
with any continuous-type, ammonia-devel- 
oping whiteprinter, to produce diazo dupli- 
cates of photographic microfilm originals. 
A compact, light-weight device, it can be 
installed or removed in minutes, and elimi- 
nates photographic duplication and hard- 
on-the-eyes positive prints. 

For more information, write to Techni- 
fax Corp., Holyoke, Mass.; or circle number 
838 on the Reader Service Card. 





Dictaphone introduces new 
battery-powered miniature recorder 





A new portable tape recorder is no bigger 
than a small movie camera, and weighs only 
slightly more than 214 pounds. It is a pre- 
cision instrument for mobile voice record- 
ing, primarily an on-the-spot recorder that 
can be used anywhere. It gives a full hour’s 
recording on magazine-loaded magnetic 
tape, and features a completely transistor- 
ized amplifier. 

For more information, write to Dicta- 
phone Corporation, 420 Lexington Ave., 
New York 17, N. Y.; 
on the Reader Service Card. 


or circle number 841 
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DATA PROCESSING e 





Irrevocable factors point to a population of 195 mil- 
lion Americans by 1966. And even conservative fore- 
casts indicate that they will need at least 40% more 
goods and services than the country produced in 
1955. Chances are, they will want at least that much 
more of the products or services of your business. 

Will your company be able to fill that demand? 
How do you plan to meet this formidable challenge? 

These are decisions you face now. And your answers, 
more than ever before, must rest on facts. 

To speed the flow of information vital to good 
management, IBM has pioneered the world’s most 
complete line of data processing machines. During 
1955 alone, IBM announced an important data proc- 
essing innovation or improvement every two weeks! 


ELECTRIC TYPEWRITERS 


WILL YOUR 
BUSINESS 
GROW WITH 
AMERICA? 








Now ranging from versatile punched card equipment 
to the most advanced electronic data processing ma- 
chines, IBM systems are providing management with 
more efficient operations, better controls, and more 
timely reports. And every working day, another IBM 
electronic system is delivered. 


To help you with today’s management problems 

. to guide you in planning for the future ... to 

pave the way for growth in step with our expanding 

economy .. . there never was a better time than now 
to check the opportunities IBM offers you. 








International 
DATA Business Machines 
PROCESSING Corporation, 

New York 22, N. Y. 
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